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About the MERLIN Il Communications System

EASY TO USE

EFFICIENT

COST EFFECTIVE

Your MERLIN® 1l Communications System offers features and options
available until recently only on much larger systems, In fact, you can choose
from among more than one hundred systemwide options and programmable
features to customize your system by vour specific business needs. Some are
designed specifically to make call handling easier and call traffic more
manageable, while others can help you lower communications costs, And to
accommadate your growing communications needs, the system can expand to
support up to 32 outside telephone lines and 72 voice terminals,

Talking with clients across the country or co-workers in the next office is
quick and sy writh 2uek featuren as:

o System and Personal Speed Dial
Saved Mumber and Last Number Redial
Motify

Intercom

Group Page

Heavy call traffic becomes easily manageable with such features as;
# Line Pools

Group Call Distribution

# Call Transter

Transfer Return Identification
¢ Line and Call Pickup

¢ Conference Calling

o Call Coverage

And your svstem administrator can combine some or all of the following
options o control costs withouwt placing unreasonable constraints on the
people in vour business:

s Customized Line Assignments
s Automatic Route Selection

» Call Restriction

o Allowed Lists

s Enhanced Might Service

o Call Report (SMDR)

¢ Account Mumber Entry

Thesze and the many other features and options available with your
MERLIM I systemn are exp!ainecl in detail in upcoming sections of this
mmanual,
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12 ‘Whals in This Manual

You'll find the information in this MERLIN Il Comerumications System Morual
conveniently divided into eight sections, as described below. You'll also find
copies of guick reference cards for users and attendants in the back of this
binder.

This section tells you what’'s in the manual and how to use it.

Use the information in this section to make key decisions about how you
want the system to operate. This section includes planning forms to record
your decisions. If someone else will be system administrator, have that
person fill out the planning forms.

This section tells you how b use the information on the planning forms to
customize the system to your business needs. If someone else will be system
administrator, have that person administer the system following the steps in
this section.

This section describes the unique MERLIN II system voice terminals
{telephones). It describes both the voice terminal’s fixed features, which you
can use right away, and the various optional features that vou can progran
onta the vodce terminal.

System attendants can find helpful information in this section about using the
attendant console to manage incoming call traffic.

This section contains a detailed discussion of every component, option, and
feature in the MERLIN II system. The entries are organized alphabetically o
help you find the information you need quickly. As vou become familiar with
the system, you'll probably go to this section first when vou want Lo change a
system setting or a voice terminal feature, or when you simply want to find
out more about some aspect of the system.

The guides in this section offer guick access to administration and
programming procedures, Use them when you want 0 find a particular
procedure fast.

The tables in this section can help you isolate and solve technical problems
that may cause your system to malfunction.

This iz a technical reference section. [t provides information aboud MERLIN 11
systemn wiring and installation requirements far an installer or technician.
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How to Use This Manual

ADMINISTERING A NEW
EYSTEMT

MAKING CHANGES TO A
RUNMING SYSTEM?

MAMAGING INCOMING
CALL TRAFFIC AS A
SYSTEM ATTEMDANT?

USING A VOICE TERMINAL
FOR THE FIRST TIME?

HAVING TROUBLE WITH
THE SYSTEM?

How you should use this manual at any particular time depends on what you
want ta do, as the following information suggests.

Use the information in Section 2, "Flanning the System,” to decide which
options and features you want for your system. Then follow the instructions
in Section 3, *Administering the System,” and in Section 6, "Reference,” to
set up the system with the options and features you've selected.

Change the planning forms to reflect the changes you want to make. Then
soe the relevant entries in Section 6, "Reference,” and the Quick Reference
Cuide to System Administration at the end of Section 3 to make the changes,

Eep Section 5, "Using the Attendant Console,” and the MERLIN IT Systemt
Atterdant’s Card for information on how to use the attemdant console to
handle calls.

Gee Section 4, "Using the Veice Terminal,® for instructions ahout
programming and using the voice terminal features. You can also refer to the
appropriate User's Card for help in using and programming a voice terminal.

Find the symptom of your problem in Section 8, "Troubleshooting.” Then
follow the suggestions for solving the problem.
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Overview

FILLING OUT THE FORMS

A well-planned MERLIN® Il Communications System is easy to administer
and wee, Planning your system invelves making basic decisions about how
you want some of the system’s key components connected and how you
want the system to aperate once it's installed.

As you plan your system, you record your decisions on a sel of planning
forms. You'll use these forms laler when you administer the system.

If you got a planning guide when you erdered your system, you may have
already filled out all the forms you need for your system. If so, go now to
Section 3, "Administering the System.” If you don’t have the forms you
need filled out, this section will tell you how to complete them

NOTE: If your system has digital data capability, refer to the Data
Communications Guide for the MERLIN Il Systemt for instructions on
planning vour system. If you have the Call Management Systemn
{CMS) for the MERLIN I1 system, refer to the Plasning Guide for the
Call Management System, for planning instructions,

A list of the planning forms appears below. You must fill out the Master
Planning Form, System Configuration Form, and Voice Terminal
Configuration Forms so you can perform basic administration proecedures fo
get the system running. The remaining forms apply to options you may want
to select for your systemn. I your system will not use Automatic Route
Selection, for example, then you don't have to fill out the forms for that
feature.

& Master Planning Form

& System Configuration Form

# ‘Voice Terminal Configuration Forms

s Enhanced Night Service Forms

¢ (Call Restrictions and Allowed-Lists Forms
s Croup Fage Form

o Croup Call Dhstribution Forms

s Syztem Speed Dial Form

s Automatic Route Selection Forms

You'll find copies of the forms at the end of this section of the manual.
Remaove them now, make a photocopy of each, including a copy of the
appropriate Voice Terminal Configuration Form for each voice terminal in
your system, and put the originals back in this binder. Keep the copies at
hand so you can fill them out as you plan your system,
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HOW TO USE THIS
SECTION OF THE MANUAL

2:2  Orvarview

Knewing how this section of the manual i organized will help you to find
the information you need quickly. The title of each planning form appears at
the top of a page and has a line under it. Items on the form are listed on the
left side of the page. Instructions for completing each item include:

» Ceneral information to help you make decisions
» Boxed instructions for recording your decisions on the form
Some items have the following additional information, as appropriate;

o Considerations to keep in mind as you plan for the system setting or
feature

« Examples that illustrate system settings or features through typical
business applications

If you want more information about a particular feature as you plan your
systemn, consult the entry for that feature in Section 6, "Reference.”




Fill Out the Master Planning Form

COMPOMENTS OF THE
MERLIN Il SYSTEM

The MERLIN 11 system control unit manages all call traffic for the system and
controls all system responses. As the master companent in the system, the
control unit is the focus of this first phase of planning.

During this phase of planning you'll be deciding how you want other key
compenents connected to the centrol unit, reserving jacks for specific
functions, and recording your decisions on the Master Planning Form. You'll
use this form as you complete the remaining planning forms and administer
the system,

NOTE: Tf you have digital data equipment, see the Date Communications
Guide for the MERLIN II System for instructions on filling out a Master
Planning Form for your system.

Same or all of the information you'll need to fill out the Master Flanning
Form may already be available to you. U your system is installed, lock inside
she front cover of the control unit to see if a System Directory has been
attached to it 1F so, copy the information it contains onto the Master
Planning Form and go on to "Fill Dut the System Configuration Form.” If
there is no System Directory, you can loak at the control unit modules or the
jack field to see which jacks are used for each line and slation in your system.

¥ you aren't familiar with the MERLIN Il system, study Figure 2-1. Then read
the definitions of basic terms that follow.

Fil Oul Ihe Master Planning Farm 2-3



[ FIGURE 2.1 Basic MEFLIM Il System Components.
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o Control Unit: When the system is installed, modules containing a power
source; & processor; and jack connections for outside lines, MERLIN 11
system telephones, and other devices are mounted on a carrier. The
resulting assembly is called the control unit,

# Line Jacks: The line jacks on the control unit modules connect outside
lines or optional paging or music equipment to the system. The system
can accommodate up to 32 outside lines,

e Valee Tepringlr & woice terminal is a pr:flg'ram mable MERLIM 1T system

telephone. ‘

2.4 Fill Cugt thex Magter Planning Form



« Station: A station is the endpoint of any connection within the
MERLIMN 1I system. It can be a voice berminal, a basic telephone, a
General Purpaose Adapter (GPA), a medem, a dala termimal, or a
personal compuler.

—  Analog Station: An analog station is one with an analog voice
terminal, data device, andlor accessory. Analog voice terminals
such as the 10-button and 34-butten models can be directly
connected only to analog station jacks on the control unit,

—  Digital Station: A digital station is one with a digital voice terminal
or data device. Digital voice terminals, such as the 7406 model, can
be directly connected only to digital station jacks on the control wnit,

—  Basic Telephone: A basic telephone is a standard Touch-Tone or
rolary telephone, Basic telephones can be directly connected only
to basic telephone jacks on the control unit. Basic telephones are
used as Power Failure Telephones.

e Station Jacks: The station jacks are those jacks on the modules in the
contro]l unit that connect stalions to the system. The system can
accommodate wp to 71 stations,

Contrel Unit Jacks

The jacks on the control unit modules provide paints of connection for the
system’s guiside lines and stations. The system’s outside telephone lines
connect to line jacks, as do loudspeaker paging equipment and the music
source for Music-on-Held, if your system has these options. Voice terminals
and data equipment connect to the station jacks.

The Master Planning Form reflects the division between line jacks and station
jacks. One side of the form is for recording information about line jack
connections: the other side is for recording information about station jack
connections. {The line jack side is also wsed for recording the order in which
modules are installed in the control unit.)

Before you can fill out the form, you need to decide what line and station
moedules will appear in each slot in your eantrol uril. You also need to know
the pumbering sequence for the jacks on the modules. The various types of
modules are described below and shown in Figure 2-2, The discussion under
= Automatic Numbering of Control Unit Jacks,™ which follows, explains hoe
the system assigns numbers to lines and station jacks on these modules.

« The 4-LinelB-Analog Veice Terminal {408) Module has four line jacks
near the top of the module and eight station jacks on the bottom
portion of the module.

s The B-Analog Voice Terminal ((08) Module has eight station jacks at the

boftom.

& The 4-Line (400) and &-Line (800) modules have line jacks on their top
portions,

o The 12-Basic Telephone (012) Medule has 12 station jacks— four at the
tep and eight at the bottom.

» The §-Digital Station (03D Module has four station jacks at the top
and four near the bottom.

There is a power [ailure jack for every four outside line jacks on @ module.

Fill Qnut the Masier Planning Form 25



FIGURE 2-2 The MERLIN Il $ystern modules and their jeck positions,
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The numbers in Figure 2-2 correspond to the following list of jack functions:

1 Power failure jacks: These jacks are used with basic telephones enly. In
case of a power outage, basic telephones plugged into these jacks become
operational. Do not use MERLIN I system voice terminals as power
failure telephones.

2 Quiside ling jacks: These jacks are for the outside lines provided by the
telephone company. You can also connect an optional loudspeaker paging
system and/or a music source to a line jack.

3 Analog stafion jcks: These jacks are for MERLIN 11 system analog voice
termminals, analog data devices, or accessories only.

Basic felephone facks: These jacks are for basic telephones only.

Digital sintion jacks: These jacks are for digital voice terminals or data
- devices only.

Line and station modules must be installed in slots on the control unit
sequentially, from left to right, with no empty slots left between modules.
(Slots to the right of the last module can be left empty.) Figure 23 shows a
typical installation.

On the line jack side of the Master Planning Form on the drawing labeled
"Module Location,” identify the type of medule in each slot on your
control unit by recording its 3-digit number in the appropriate place. Keep
in mind that the module in slot 1 of the basic unlt must be a
#-Linelf-Analog Voice Terminal (408) Module or an 8-Analog Voice
Termimal (008} Module.

2=  Fil Chnt the Master Planning Form




Autamatic Mumbering of Control Unit Jacks

When you turn the power on al the power supply module, the sysiem scans
the modules from left to sight and from battom to top. As it does so, it
identifies the type of madule installed in each slot in the control unit.
Beginning with line 01 and station 10, the system numbers the line jacks and
station jacks from the bottom to the top of each module, and from left to right
across the control unit.

Labels for the control unit jacks are provided with the system. The station
jack labels are numbered 10 through 79, 800 and 801, The line jack labels are
nummbered 01 through 32, Once the control unit is assembled and these labels
affixed to the modules, you can tell at a glance which jacks are for outside
lines and which are for stations.

If you later replace a module with one of a different type, the system
conbinues o operate as though the original module were still in place. You
must perform a special administration procedure to change your system’s line
andlor station numbers and relabel the jacks accordingly. Refer to Section 3,
* Administering the System,” for details.

Figure 2-3 shows a typical control unit consisting of the follpwing modules:

Power Supply Module (leftmost slot)

& Processor Module (slot 0)

4-Line/B-Analog Voice Terminal [408) Module (slot 1)
B-Line (800) Module islot )

g-Analog Voice Terminal (08) Medule (slor 3)
£-Dhgital Staticn (00300 Module (slot 4)

12-Bagic Telephone (012) Module (slot 5)

L3

The system shown in Figure 2-3 has enough jacks for 12 ontside lines and 36
stations. The labels identify each jack number.

The line jacks are labeled 01-04 on the 408 module in slat 1 and continue with
05-17 on the BO0 module in slot 2. The station jacks are labeled 10-77 on the
408 module in slot 1. They continue with 18-25 on the 008 module in slot 3
and 26-33 on the 008D module in slot 4. They finish with 3345 on the 012
module in slot 5.

Fill Out the Masler Planmng Form  2-T



FIGURE 2-3 Typical MERLIN || system control unit with line and stalion jacks
labalad.
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Line Jacks

The "Line Jacks® side of the Master Planning Form has four columns. The
first and third columns, headed "Line Jack,® list all the possible line jack
numbers (01 through 32). In the columns headed "Telephone No. or
Equipment,’ you identify the outside telephone line or piece of equipment
connected to each line jack on your control unit.

Telephone Number To simplify system administration, you should plan to
connect your outside telephone lines to an unbroken sequence of line jacks on
the eontrol unit, beginning with line jack 01. You should also plan b group
vour lines together according to type. Reserve the line jacks at the beginning
of the sequence for your local lines, and reserve jacks later in the sequence for
special-purpose lines such as WATS and foreign exchange (FX) lines.

2.8 Fll Ol the Master Planring Fafm



If you know the telephone numbers for yaur system’s outside lines, do the
following:

1 Match each putside line with a line jack on the control unit.

s Under "Telephone No. or Equipment,* enter the telephone number for
each outside Jine next to the number for its line jack.

If you don't yet know the telephone numbers for your systern's outside
lines, do the following:

1 Enter the type of line (local, WATS, etc.) you plan to connect to each
line jack next 1o the number for that line jack.

2 When you find out the telephone pumbers for your outside lines, enter
them next to the appropriate line jack numbers.

Equipment Mow that you've reserved enaugh line jacks on the contral unit
for your cutside telephane lines, you can FESErVE a line jack for any optional
equipment thal requires one. 1f you use the Music-on-Hold feature, you nied
to reserve a line jack for a music source such as 2 radin, tape player, or stereo
systern. If your business has a loudspeaker paging system, you need o
reserve a line jack for the paging equipment.

To make it easier to add cutside lines in the future, use the last line jack{s} on
your contral unit for the susic-on-Hold and'or Loudspeaker Page connection.

If your systern has Music-on-Hold, write "music source” on the line next
1o the number of the line jack used to connect the music source Lo the
system.

If your system has lpudspeaker paging, write *paging system® next to the
number of the line jack used to connect the paging equipment to the
System.

Station Jacks

The first and fourth columns on the ®Station Jacks" side af the Master
Flanning Form list the numbers (10 through 79, 00 and BT} for all possible
station jacks on the control unit.

In the second and fifth columns, you record the jack type for each station jack
on your control unit: "A" for analog, *D" for digital, or "B* far basic
telephone. Note that "A” is preprinted on the form for station numbers

10 through 17, since the first eight station jacks are always analog jacks.

Yo use the third and sixth columns to identify by person, location {such as
*mail room”), of function (such as *voicelvaice pair’) the station connected to
each station jack on your control unit,

Filling out the *Station Jacks™ side of the Master Planning Form is mostly a
matter of assigning intercom numbers to stations by matching station jack
numbers with people or locations, But the following require some special
consideration:

Fill Out the Mgster Plannmg Form 2-8



e Attemdant stations

e Clations with the Simultaneous Voice and Data feature

e Stalions with the Voice Announcement (o Bus:,- Voice Terminal feature

In the "Jack Type® column, indicate the jack type for each station jack on
your control unit: "A* for analog, *D* for digital, *B" for basic telephone.

Attendant Station 10 In every system, the station connected to station jack
number 10 on the control unit is the primary attendant station and central
administeation point. The voice terminal at that station is called the
adminiztrator/attendant console and is assigned intercom number 10,

On the row for station jack 10 on the Master Flanning Form, identify the
primary attendant station as follows:

1 In the "Station Jack® column, write “Att® next to the preprinted “10° to
identify this as an attendant station,

2 Im the "Person, Location, or Function” column, wrile in the name or
location of the primary altendant.

Other Attendant Stations  Certain stations in addition to station 10 can
serve as attendant stations, They are the stations connected to every fourth
analog station jack after number 10 on the control unit. For example, if the
first 24 station jacks on your control unit are on analog station modules, the
passible attendant stations (in addition Lo station 10) are those connected to
jacks 14, 18, 22, 26, and 30. Your system can have as many as eigh! attendant
stations, depending on the number of analog station modules you have.

Identify other possible attendant stations in your system as follows:

1 In the *Station Jack® column, write "Att” next to the number for every
fourth aralog station jack after station jack number 10.

2  Fill in the "Person, Location, or Function® eolumn for those stations
you know will be attendant stations when your system is running.

3 Be sure to remove the "Att” designation from those slation jacks that
vou won't use as an altendant postion.

Station Jack Pairs Among the many optional features you can choose for
one ar more stations in your system are the following:

s Voice Announcement to Busy Voice Terminal

A person whose voice terminal has this feature con hear an

announcement through the speaker even though he or she is on a call.

To provide this feature, you assign the voice terminal two station jacks,
L called a voice/voice pair, as explained below. (Digital 7406 voice ..
-*E-— terminals can’t use this feature, since they don’t receive voice

announcements over their speakers.)

.40 Fil Qul the Maszler Planning Form



» Simultaneous Voice and Data

A station with this option has a voice terminal and a data verminal that
can be used at the same tima. For analog stations with this feature, the
equipment it connected to the control unit through two station jacks
called a moice/data pair, as explained below. (Digital stations don't need
a second jack to provide simultaneous voice and data capability.)

An analog station with either one of these options requires two conseculive
analog station jacks on the control unit. The jacks are an even-numbered
analog station jack and the next higher (odd-numbered) analog station jack.
This requires special wiring. (See Section 9, "Installation.”) You can assign
either of these options to any of the stations in yoeur syslem, but you cannal
assign both options to the same station.

Voice/Voice Pairs. The first (even-numbered) station jack in the pair provides
the station's intercom number. Calls can't be placed to the intercom number
associated with the odd-numbered jack.

To reserve pairs of jacks for analog stations that will have the Voice
Announcement to Busy Voice Terminal feature, do the following:

1 In the *Station Jack® column, draw a box around the pair of jack
numbers that you plan to assign to each analog station with this
feature,

MOTE: You can assign this feature to an attendant position.

2 In the "Person, Location, or Function® column, next to the first (even)
number of each boxed pair, identify the station by person or location.

3 Tn the "Person, Location, or Function® column, next to the second
{odd) number of each boxed pair, write "VVI" (for voiceivoice pair).

Voice/Data Pairs. The first (even-numbered) station jack of the pair assigned to
a station equipped for Simultaneous Voice and Data provides the intercom
number for that station. Calls can’t be placed to the intercom number
associated with the odd-numbered jack.

Assign pairs of jacks to analog stations that will have the Simultzneous
Vioice and Data feature as follows:

1 In the "Station Jack” column, draw & box around each pair of numbers
representing analog station jacks that you plan to assign to these
gtations.

MOTE: You can assign this option to an attendant station,

% In the "Person, Location, or Function® column, next to the first (even)
rumber in each boxed pair, identify the station by person or location.

3 In the *Person, Location, or Function® column, next to the second
{odd) number in each boxed pair, write VD" for (voice/data pair).
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Remaining Stetion Jacks  Now that you've reserved station jacks on the .
control unit for stations that need special consideration, you can assign station
jacks to the other stations in your system.

Remaining Analog Statipns. You can reserve station jacks on a 4-Line/B-Analog
Voice Terminal {408) Module or an &-Analog Veice Terminal ((08) Module for
any ether analog stations In your system.

To reserve station jacks for the remaining analog stations in your system,
do the following:

1 In the "Person, Location, or Function® column, identify each station in
your system by person or location.

NOTE: You fight not have an analog station associated with each analog
station jack on your control unit, If so, just reserve the station numbers
associated with those jacks for future use. You can’t use the station
number associated with an analog station jack for a digital station or a
basic telephone,

If you don't have any digital stations or basic telephones, yoi've completed
your Master Planning Form, Gao on to "Fill Qut the Systemn Configuration
Form.*

Digifal Stations. U you have any digital stations in your syslem, make sure
you reserve jacks for them on an 8-Digital Station (008D} Module.

Te reserve station jacks for digital voice terminals, do the following:

1 In the "Jack Type* column, make suse there is a "T)° next to the
rumber for each digital station jack.

2 In the "Person, Location, or Function” column, identify each digatal
station in your system by person, location, of function.

- Basic Telrphenes, 1f you have basic telephones, make sure you regerve jacks
for them on a 12-Basic Telephone (112} Module,

Ta reserve station jacks for basic telephones, do the fellowing:

1 In the "Jack Type" column, make sure there s a "B° next to the
number for each basic telephone jack on your contrel unit.

2 Tn the "Person, Location, or Funetion® eolumn, identify each basic
telephone in your system by person or location.

You should now have completed the Master Planning Form. Keep it where
you can find it easily when you want to administer your system.

B
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Eill Out the System Configuration Form

SYSTEM SIZE

LINE REPRESENTATION

In filling vul the System Configuration Form, you'll be making decisions
about basic operating conditions of your MERLIMN 1l system, such as how
people will access outside lines, vou'll also make decisions about systemwide
features, such as how calls are tra neferred. The following information should
help you make the appropriate entrics for your system an the System
Configuration Form.

A MERLIN T1 system can be either large or small. A small system
accommodates up to eight outside lines and 20 or fewer voice terminals. A
large system controls more than eight eutside lines or more than 20 voice
terminals

Considerations

The system size you select doesn’t have to correspond to the number of
outside lines vou actually have, If you have eight or fewer lines, but plan to
grow beyond eight lines within & year of two, selecting “Large” initially
makes il easier to readminister the system when you add lines,

1f your MERLIN Il system comtrole more than eight outside lines, or if you
have more than 20 voice terminals, check "Large® under the heading
"System Size." Otherwise, check "Small." Remember to take mio

consideration the number of outside lines and voice terminals you may
add to the system in the next year or two.

For systems that have jusl been installed, you have to make 2 decizian about
a basic system characteristic — how people access outside lines. You have the
option of administering your system o be either square or poalad.

About Square Sysiems

In the MERLIN 1T system, a square configuration is one in which putside lines
are represented by separate bultons at vaoice terminals. You may know this
type of system as a key telephone system, such as a Com Key® or 1A2 Key
svsterr.

You can choose between two kinds of square configurations: standard or
customized, In the standard configuration, you give all voice terminals in the
system access to the same lines — every line in the system appears at the
same position of each veice terminal that has enough buttons to accommadate
that number of lines, In the customized arrangement, you ssign specific
lines or sets of lines to selected groups of voice terminals, or to individual
voice terminals.

If your system is going to be operated as a square system, you need to make
- number of modifications to the processor module, Refer to *Square (Key)
Systems” in Section %, *Installation,” for instructions on setting up your
square syslem.
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About Poaled Systems ‘
I a pocled configuration, you group several outside lines together into a pool

that people access by touching a button on their voice terminals. You may

know this type of system as a nonkey or hybrid system, such as a Horzon®

system,

Access to Line Pools There are three ways people can access line pools:

s Bution Access. People simply touch the bulton to which a particular
line pool is assigned, and the system selects 2 free line from that pool.

e Dial Access. People touch one of twe Pool Access buttons, then dial a
line poal code. The system selects a free line from the designated ponl

& Access through Automatic Route Selection (ARS), Feaple touch ane af
twi Poal Access buttons, then dial a call. The system routes the call to
the line pool you've specified through the ARS feature to be the best
one for that type of call. ,

I you plan to use the ARS feature, you mus! choose access lo line puals
through Automatic Reute Selection.

If you do not plan o use the ARS feature in your system, consider the
following:

e Button Access is the best option for your pooled system if you have
only one or two ling poals.

it provides access to all pools using only two buttons on each volce
terminal. This leaves more buttons available for features. Dial access is
also the best option if you want basic telephones to have access e
pools or special lines, or if you want S-button vodice terminals to have
access to more than one special poal.

s 1f your system has several line pools, Dial Access is preferable because ‘

Make selections under the heading *Line Repieseﬁtutinn' as follows:

Check "Square” if you want outside lines represented by separate bullons
on every voice terminal.

Check *Pooled” if you want to group outside lines together into pools that
people can access with a button on their voice terminals. If vou choose a
pocled system, people can still have individual lines, called personal lines,
assigned to their voice terminals.

If you checked "Pocled,” next indicate the way ]:reuplc will access lime
pocls.

o Cheek "Button Access® if you want to dedicate one button to each
group of lines. :

s Check *Dial Access® if you want people to touch a Pool Access
button: then dial an access code to get a line in a line poal.

e Check "Autamatic Route Selection® if you want to use the ARS
featwre.
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Examples
The following examples show how three typical businesses selected the
method of line representation best suited to their communications needs.

Standard Square Configuration In the law office of Smith, Smith, and
Jones, the receptionist answers all the calls, then transters them 1o the
lawyers or to the legal assistants. The office has six local lines and ten voice
terminals. Since the lawyers and staff use the same lines to make and receive
calls. a standard square configuration serves this law firm's needs.

Figure 24 illustrates bwo of the voice terminals in the office, Since the sysiem
has & standard square configuration, the lines appear at the same positions al
each person’s voice terminal.

FIGURAE 2-4 Example of a standard squaré aystem.
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Customized Square Configuration  Ultimate Mators, a car dealership, has
different calling needs. Ultimate’s administrator decides that a customized
. square configuration will provide its various departments the fexbility
needed for efficient use of their eight local lines, three WATS lines, and one
Foreign Exchange (FX) line. Figure 2-5 illustrates the assignment of these
limes.

FIGURE 2-5 Example of & cusiomized square system.
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The Service Department makes mostly local calls to customers and parts
suppliers. However, their major parts supplier is located outside the local
calling area. Three local limes (01, 02, and 03) and a special FX line {09) to the
supplier's telephone exchange are assigned to voice terminals in this
department.

The Sales Department frequently calls manufacturers, haulers, and other
dealerships out of the state, as well as customers, vendors, and the
Department of Motor Yehicles locally and within the state. They also receive
calls From customers wha live in the state but outside their local calling area.
Three local lines (06, 07, and 08), an in-state WATS line {10), an incoming in-
ctate WATS line that ean cnly be used for incoming calls (11), and a regional
WATS line {12) are assigned to voice terminals im this department.

The Parts Department makes local calls and handles incoming calls. One local
line [04) is assigned to the Parts Department.

The manager handles confidential negotiations over the phone, so une incal
line (05) is assigned exclusively to the manager- The managee also has access
to both outgoing WATS lines.

The manager or any other person in the dealership can answer a call that is
finging, parked, or held on any line by using the Call Pickup or Line Pickup
feature, aven if there is no button for that line assigned to his or her voice
berminal.

Pooled Conflguration with Button Access to Line Pools At Tenfour

Trucking, the office manager, shipping clerks, and ad ministrative assistant
conduct most of their business by telephone. The company has four local
lines, bweo cross-country WATS lines for out-of-state calls, and bwo in-state
WATS lines for calls within the state that are outside the local calling area.

Tenfour chooses to pool its outside lines. They create three puals: a main
pool (pocl 9) for local lines, pool 830 for cross-country WATS lines, and pool
591 for in-state WATS lines. With just three line pools, Tenfour chooses
Button Access to Line Pools. This configuration provides convenient acess 1o
the line pools, yet leaves several buttons available on each voice terminal to
use for other features.

Figure 2-6 shows how lines and line pools are assigned at Tenfour Trucking.
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FIGURE 2-& Example of a pooled system with Buttan Access to Line Poals.
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ATTENDANT STATIONS

ADMIMISTRATOR/
ATTENDANT CONSOLE

The administrative assistant answers and transfers incoming calls from the
attendant consele. Even in pooled systems, lines appear on $eparate buttons
on the attendant’s console,

Shipping clerks who handle in-state shipments speak to customers and
vendors within the local calling area and throughout the rest of the state.
Button Access to pool 891 (in-state WATS lines 07 and 08) and to poal 9 {local
lines 01, 02, and 03] is assigned to in-state clerks.

The office manager speaks to customers and vendors within the local calling
area, throughout the state, and throughout the country, and also requires a
personal line on which to place and receive [mportant calls, Bulton Access to
a personal local line ((4), to line pool 09 (local lines 01, 02, and 03), to line

1 890 (cross-country WATS lines 05 and 06}, and to line pool 891 {in-state
WATS lines 07 and (8) is assigned to the manager.

Shipping clerks who handle interstate shipments speak to customers and
vendors locally and throughout the country. Butten Access to line pool 850
(cross-country WATS lines 05 and 06) and to line pool 09 (local lines 01, 02,
and 03) is assigned to interstate clerks.

Attendants typically handle ealls that come in to a business or to a particular
department within a business, The primary attendant uses the
administratorfattendant console, which is connected to station jack number 10
on the control unit. Your system can have up to seven other attendant
statons. Louk on the Master Planning Form to see which intercom numbers

are assigned to attendant stations.

Under the heading "Attendant Statiens,” fill in the intercom numbers of
the attendant stations(s) you will have in your system.

The type of administrator/attendant console you need depends primarily an
the number of voice terminals and lines in your system.

There are four types of consoles:
o 34-button console for small systems, a 3-button deluxe veice terminal

o« 3-button console for large systems, a 34-button deluxe voice terminal.
When used with large systems, a 34&-button consale is considered an
economy consale.

s Console with Attendant Intercom Gelector, a 3d-button deluxe voice
terminal with artached Attendant Intercom Selector
¢ Display console

Under the heading "Administrator/ Attendant Console,” check the
appropriate box for the type of console you will use for your
administrator/attendant console. -
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CALL REPORT OPTIONS

©

E

Call Report, also called Station Message Detail Recording {SMDR), enables
your business to keep records of incoming and outgoing calls. 1 you're going

1o use this feature, you need a 1200-baud serial printer [ATET 475 or

equivalent)] with an R5-232-C interface connectar. [f you're not going to use

this feature, skip this discussion and go on to *Transfer Return Interval.”
The Call Report feature gives you information in a report that is printed

automatically as the calls occur, As Figure 2.7 shows, the report includes the

date and time of each call, the number dialed (if the call is outgoing), its
duration, and the line and voice terminal on which the call is made. An

account code is printed if the user entered one when the call was made. (See
* Account Number Entry® in Section 6, “Reference”.)

D4TE  TIME

C Ol/2%/8s 02:01
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FIGURE 3-T7 Example of a Call Répart.
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The information gathered in call reports helps you to develop records of your
telephone traffic patterns and identify abuses in phone privilages 3o you can

use your system efficiently. For example, account codes are helpful in billing
customers and different departments of your company for telephone calls that

should be charged to them,

If you plan to use Call Report, you have to make decisions about the types of

calls you want reported and the minimum length of recorded calls.
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Calls Recorded
During system administration you can set your system to generate call records
for outgoing calls only, or for both incoming and outgeing calls.

e —_— e e ————
If you want only sutgoing calls reported, check the box next to 'Outgoing
Calls Only* under "Call Report Options."

If you want records of both incoming and outgoing calls, check the box
next to *Incoming and Outgoing Calls."

Minimum Length of Recorded Calls

The system is factory-set to record calls that last at least 1 minute. During
systemn administration you can choose a new setting from 0 to %9 minutes as
the minimum length for recorded calls in your system.

NOTE: When you choose a setting, the system automatically adds 10
ceconds to the setting to avoid recording busy or una nswered calls.
This also allows for the time it takes to connect the call to the right
person, This means that a system set to 0 minutes will generate call
reports on calls that last at least 10 seconds.

Wiite the number of minutes you've chosen as the minimum length of
reported calls on the line next to "Minimum Length of Calls Recorded”
under "Call Report Options.”

<

TRANSFER RETURN When someone transfers a call to another voice terminal, the call will ring at

INTERVAL that voice terminal a set number of times before it returns to the original vaice
berminal, The system is factory-set (default) to return transferred calls after
four rings. But you ean choose another transfer return interval {any number
of fings from one to nine), or you can choose not to have unanswered
transferred calls return at all.

e S — :
- Record the number of Hmes you want a transferred call to ring on the line
next to "Number of Rings" under "Transfer Returmn Interval.” You can
eplact from one to mine rings, with a default transfer return interval of four
rings.
If you don't want transferred calls returned at all, write *0" on the line
next to *Number of Rings.”
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ONE-TOUCH CALL
HANDLING

TELEPHONE NUMBER OR
EQUIPMENT

LINE TYPE

LINE POOLS

You need to decide which of two call-handling shortcuts to provide for peaple
in your business. You can set your system for either One-Touch Transfer or
One-Touch Hold with Call Annogncerment.

Your MERLIN 11 system is factory-set for One-Touch Transfer. With
One-Touch Transfer, a person can fransfer an outside call f0 a co-worker by
touching the co-worker's Auto Intercom bution.

With One-Touch Hold with Call Announcement, a persin can pul an outside
call on hold and place an intercom call to a co-worker by touching the co-
waorker's Auto Intercom button,

If you want to keep the factory-set (default) option that lets people use an
Auto Intercom buton to transfer an outzide eall, check the box next ta

*Oine-Touch Transfer,®

If you want people to be able to use an Aute Intercom button to put an
outside call on hold and place an intercom call, check the box next fo
"One-Touch Held with Call Announcement.”

Your Master Flanning Form should show the telephone number of an cutside
line, or the paging equipment or music-on-hold music source, that is aszsigned
to each outside line jack next to the comresponding jack number in the “Line
Jack™ colummn.

Write the telephone number or type of equipment associated with each
outside line in the "Telephone Mo. or Equipment® column next to its
cormesponding line jack number.

Your system may include special-purpose lines, such as WATS or FX lines, or
lines for outward or incoming calls only.

Write the special line type in the "Line Type® column next to the
telephone number for the line,

If your system is square, skip this item and see "Rotary Lines* below,

If your system is pooled, vou need to group identical types of outside lines
inta line pools. For example, you might group five local lines into one pool,
three in-state WATS lines into a second pool, and two eross—country WATS
lines into a third pool. In a pocled system, you will probably want to pool all
your lines except single, special-purpose lines and those that are needed as
personal lines.

Omnee you have grouped your lines into pools, you need to assign a pool
number, which is zlso the pool access code, to each pool. The pocl numbers
are 9 for the main pool and &30 through 899 for the other pools.
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ROTARY LINES

Group the lines for your main pool first. This pool should contain the lines
your business uses most often, which usually consists of local lines. Mote,
however, that if your system has ARS, the main pool must contain local lines.

Considerations
Consider the following a5 you decide how to group lines into line pools:

s Types of Lines. Since you cannot cantrol which line people will get
when they use a poal, group lines that can be used interchangeably for
placing calls. In other words, group lines of the same bype together.
For example, regular telephone lines and WATS lines should be in
separate pools. Lven within 2 WATS line pool, do not mix different
bands of WATS lines or include both inbound and cutbound lines.

o Number of Lines You Can Pool. The number of lines available for
pocling is affected by the sumber of lines you must reserve for
personal or special-purpose use. For example, if you have ten outside
lines and tweo people need persanal lines, there are eight lines left for
pocling,

o Maximum Number of Peols. You can have up to 11 pools, Mote that
each pool can have as many oF as few lines as you like, bul a line can
be in only one pool.

Assign the pool number 9 to the lines you want in vour main pocl. In the
space provided for each line, wnite *5" in the column headed *Line Pool ®

Assign a pool number (890 through B39) to each of the other groups of
lines and enter that number in the column headed "Line Pool.” '

The MERLIN II system is factory-set to generate Touch-Tone gignals when
you dial an outside call. This means that if one or more of your outside
telephone lines can transmit only rotary signals, you have 1o designate
specific lines as rotary lines during system administration. Otherwise, you
won't be akle to dial out over the rotary-only lines. I you know that your
system has only Touch-Tone lines, you can stop reading this item and go on
to "Long Distance Dialing.” Continue reading here if you have rotary lines or
if vou aren’t sure what kinds of lines you have.

If you don’t know whether your putside telephone lines are Touch-Tone or
rotary-only lines, ask your local telephone company. If your system is
installed, you can make the following simple test at the
administrator/attendant conscle to determine whether a line is Touch-Tone or
rotary: Make sure the TP switch (on the left side of the console] is in the
center position. Then touch pach line button and dial cut. If a line is Touch-
Tone, you hear tones and the dial tone stops. If a line is rotary, you hear
tones but the dial tone is not interrupied.

-

Fill out the "Rotary?" column by placing a check mark in the space
opposite the line jack number of each rotary line.

Fit Out the Systam Configuration Form  2-23



MG DISTANCE DIALING  In most areas of the country, people have 1o dial a toll prefix {1 or 0} before .
dialing the area code and telephone number for a long distanee call. For this
itemn, you need to indicale whether or not people need to dial a toll prefix to
place lang distance calls. This is determined by the type of line an individual
is using to place the call.

Under the *Toll Prefix Mot Needed for Long Dist?* column, place a check
mark next to those lines on which people do not need to dial a tell prefix
when placing long distance calls.

vou should now have a completed System Configuration Form, Keep it
where you can find it easily when you want to administer your system.
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Fill Out the Voice Terminal Configuration Forms

Identification

Your next step in the planning process s to fill out a Voice Terminal
Configuration Form for each voice terminal in your system. On each form,
you need to record the line and feature assignments for that voice terminal.
Yeur'll use these forms during system administrabion to assign lines to voice
berminals and set up various system apuons.

Line assignments must be set up for all attendant conscles and voice
terminale, Configuration forms for attendant consoles and for voice terminals
in square systems and pooled systems are provided at the end of this section
of the manual. Make enough photocopies of the appropriate forms 50 you
can fill cut one far each attendant console and voice terminal in your system.

NOTE: There are different forms for analog and digital voice terminals.
For your basic telephones, use an analog voice terminal form.

Following the boxed instructions below, fill out a Voice Terminal
Configuration Form for your:

« Primary attendant console (intescom number 109
» Any other attendant console(s)
« Each analog voice terminal in your Eystem

s Each digital voice terminal in your systemn

INTERCOM NUMEER AND
IDEMTIFICATION

Follow the instructions below to Frst complete the identification infermation
an each Voice Terminal Configuration Form, Then, follow the instructions to
enter the line assignments information on ¢ach Voice Terminal Configuration
Form. Finally, if you want to customize some of your voice terminals with
2dditional features, read the instructions under “Feature Assignments for
Oifice Priorities® and enter the appropriate information on the Voice Terminal
Configuration Forms.

Use the information under "Station Jacks," on the Master Flanning Form, to
complete these items on each Veice Terminal Configuration Form.

i e B

©Oin the line next to *Intercom Mumber,” write the intercom number for
this voice terminal. Then next to *1dentification,” write the name of the
person or location of this voice terminal.

Volce Terminal Model And Accessories
Record the appropriate information in these categories.

e ————

Check the appropriate boxes under *Model® and "Accessories.”
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Line Assignments

ATTENDANT CONSOLES

When your system is installed and you've administered it to square or
pocled, the system automalically assigns lines to buttons on attendant
consoles and voice terminals. You can, however, change these default line
assignments for individual attendant consoles or voice terminals.

As you fill out this part of the form, refer to the appropriate discussion below,
depending on whether you are filling cut the form for an attendant conscle or
for a voice terminal in a square system or a voice terminal in 2 pooled system.

The default line assignments for an attendant consale are the same whether a
system is square or pooled, The default is that all lines are assigned to the
console and each line appears on a separate button. The mnitial line and
feature assignments for the four types of conseles are shown in Figures 2-8
through 2-11. These diagrams illustrate the order in which lines are assigned
to buttons on attendant consoles when your system is first set up. These
diagrams also show the features that the system assigns automatically to
attendant consoles,
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FIGURE 2-8 Inttlal line and laature asslgnments for & 34.button console for small systems.
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-FIGI.I RE 2.8 |nitial line and leature assignmente for & 34-button console for large systems.
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VOICE TERMINALS IN
SQUARE SYSTEMS

Line Buttons

The system automatically assigns all your lines to buftons on the attendant
console in the order in which the lines are plugged into the control unit. You
can change the default arrangement by removing lines or changing the order
i which lines are assigned to butlons so that each attendant has the
appropriate line assignments.

All the attendants in your system may not need the same line assignments.
For example, the receptionist needs all the lings except, perhaps, personal
lines, A group secretary, on the other hand, only needs lines on which calls
rome in for his or her group. of lines that group members use 1o make calls.
Members of a sales group, for example, might be assigned certain published
local lines and WATS lines that aren't used by other groups in the company.

Based on the call-handling responsibilities of your attendants, decide what
lines should appear on buttons on their consoles. If two or more attendants
have the same call-handling responsibilities, be sure 1o assign identical line
arrangements to their consoles.

It's & good idea to record the two-digit line codes on the line buttons on the
attendant console. You can get this information from the System
Configuration Form.

© o —— =

Write the telephone number or name of each line to which this attendant
needs access on the appropriate buttons. Follow the order shown in gither
Figure 2-8, 29, 2-10, or 2.11, depending on the type of console you have.
Repeat this procedure for each attendant console.

1f you are using a 24 button console for large systems, read the discussion
« Auto Intercem Buttons® below.

Auto Intercom Buttons

As Figure 29 shows, the system doesn’t automatically assign any Auto
Intercom buttons to the 34-button console for large systems. YOuU can,
however, program Aute [ntercom buttons on this console, but they can only
be used for call handling, not for system administration.

e ——— T

Fill in the intercom number and name of location for each Aute Intércom
button you want o appear bn this attendant consale.

Continue with “Voice Terminals in Square Systems® or *Vgice Terminalg in
Pooled Systems,” a5 appropriate, to plan line assignments for the woice
terminals in your system.

When lines are assigned to a voice terminal, they appear on the buttons
indicated by the numbers in Figure 2-12. When a square system is set up, the
gystern automatically assigns lines to the buttons numbered 1 through &, You
can customize this arrangement to better suit your business’ needs by
removing lines, ¢hanging the arder of lines, or adding lines to voice terminals.
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FIGURE 2-12 Order in which lines are assigned to buttens In square systems.
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In a standard square system, every line appears on each voice terminal. If
you want a standard square system, and your system has more than eight
lines, you need to assign the additional lines to any 3-button deluxe voice
terminals in your system.

In 2 customized square system, individuals or groups of employees have
particular combinations of lines to suit their needs. 1f you want to set up a
customized square system, assign the particular lines according to each
individual's needs, in the order in which you want them o appeas or the
voice terminal.

Think about the calling patterns and individual responsibilities of the people
in your business as you decide what lines should appear on each person’s
voice terminal buttons. Figure 2-13 shows how a typical business customizes
its line assignments.

g —T

When vou have decided on line assignments for pach voice terminal, write
the telephone numbers in the numbered boxes on the Voice Terminal
Configuration Form, beginning with the butten abave Intercom-Voice. Fill
in the bulton labeled "1 first, then "2," then *3," and s0 oD The
numbers on the form are there for your convenience. They don't appear
on the voice terminal.

Example

At Ultimate Motors, there art twelve lines assig_ﬂed o the rec-z]:ﬂi-:unisl'.r.
console. The manager needs access t0 three of those lines: a persenal line,
the in-state WATS line, and the regional WATS line. The administrator
assigns these lines to the first three line buttons on the manager's voice
termminal, as shown in Figure 2.13. The buttons in the second column on the
manager’s voice terminal are available for custom features.
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FIGLURE 2.13 Line assignmant for & voice lerminal at Ltimale Molors.
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VOICE TERMINALS IN The system initially assigns lines to voice terminals in pooled systems in one
POOLED SYSTEMS of twe ways, depending on the pool access method that was chosen. In a

system with Button Access, pool %15 assigned to the first two buttons above
intercom-Voice. You can customize line assignments in a Button Access
system by assigning other line pools and/or individual lines to buttons on
selected voice terminals.

In a system with Dial Access o7 ARS, the first bwo buttons above Intercom-
Voice are pool access buttons. These buttons provide access to all line pools.
Yo can customize line assignments in a Dial Access or ARS system by
assigning individual lines or line pools to buttons on selected voice terminals,
or by removing actess to certain line pools.

The default line assignments for pooled systems are lustrated in Figure 2-14.
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Review the responsibilities of the people in your business and the special .
characteristics of your outside lines. Then decide which line pools and
individual lines, if any, to assign o each voice terminal.

On each voice terminal configuration form, eross out "Fool 9 or” if you
have Dial Access to Line Pools or ARS. Likewise, if you have Button
Aceess 1o Line FPools, cross out "or Pool Access” on each form.

If you plan to assign individual lines or line pools to buttons on this voice
terminal, write the line or pool numbers in the numbered boxes
representing the buttons on the voice terminal, beginning with the button
Jbave Intercom-Voice. Fill in the burton labeled *1° first, then "2°, then
*3* and =0 on. The numbers on the form are there for your convenience
and don't appear on the voice terminal.

If you selected Dial Access to Line Pools, list the dial codes of the line
pools this voice terminal should be able to use under “Dial Access to Poals
{9, B90-899)."

Example

The Tenfour Trucking business has expanded and has added an FX and a tie
line, and changed their pool access method from Button Access to Dial
Access. People now use poal access buttons to gel all the line pools. The
administrator assigns the manager butlons for a persanal line, the tie line,
and the FX line, as shown in Figure 2-15. .
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EIGURE 2-18 Line sssignmenis for g volee terminal at Tenfour Trucking.
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Feature Assignments For Office Priorities

FEATURE ASSIGNMENTS

When vott"ve finished planning line assignments for your voice terminals,
you can stop here and begin administering your system. Continue with the
discussions below, however, if you want ko custamize some voice terminals
with features that affect the calling patlerns of your business. The rest of the
planning forms in this section are optional and apply to options you may
want to add to your system.

When your system is first set up, it assigns certain features 10 all attendant
consoles, as shown in Figures 2-8 through 2.11. For a HM-button deluxe
console for large systems, however, the system does nod automatically assign
Might Service and Send Message. O this console, vou need to program
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RINGING OPTIONS

these features yourself (see "Program” in Section 6, "Reference,” for .
ingtructions on programming features onto buttons), Monattendant voice
terminals don't have any features assigned to them initially.

Most MERLIN 11 system features are designed solely for the convenience of
the person using them and don’t affect the system as a whaole, Individuals
can program those features onto available buttons on their vaice terminals at
any time to suit their needs.

Some features, however, have a broader application because they can affect
the calling patterns of your business. These features include

» Ringing Options
s Call Coverage

Line Pickup
s Automatic Line Selection

You can let people select these features for their own voice terminals or you
can decide now which voice terminals should have these features.

The Ringing Options feature lets you customize the ringing on line buttons,
pocl buttons, and Cover buttons on your voice terminals, You can have
incoming calls on these lines ring in one of three different ways: immediate
ring, delayed ring, ot no fing.

When your systern is installed, all lines at attendant consoles are set o ring
immediately, On nonattendant voice terminals, the initial {default) line
ringing assignments are as follows:

o Al individual lines are set te "immediate ring.”
» All lines assigned to pool buttons are set to "no ring.”

Customizing line ringing on selected voice terminals is especially useful for
Caover buttons and personal lines, as explained below.

Conelderations

s Immediate ring. Assign immediate ring to the line of anyone
responsible for answering that line first (for example, the attendant, a
sacretary, or a receptionist). This optien is also useful for personal
lines that should not be screened or for people who answer their own
calls.

s+ Delayed ring. Delayed ring provides backup coverage on shared lines.
The voice terminal assigned delayed ringing for a certain line doesn’t
ring unless someone else fails to answer after two rings. Assign
delayed ring to a line of anyone who is responsible for answering a
shared line if someone else doesn’t pick it up, such as a group
secretary. Delayed ring may also be useful on an attendant conscle
that backs up your primary attendant console. Also, people may wanl
the attendant to answer calls on their personal lines when they aren™
available. In that case, you would set the personal lines for delayed
ring at the attendant console.

=.38 Fill Out the Voics Termingl Configuralion Formsg



CALL COVERAGE

e Mo ring. Assign no ring lo lines on a voice terminal that are always
screened first at another voice terminal, such as pocled lines or lines
that are answered by a group secretary. This option is also appropriate
for voice terminals with no regular users or voice terminals in public
places such as lobbies or conference rooms. When you assign no ring
to an individual line, the green light next to the line button still flashes
when a call comes in on the line. However, if you assign no ring to 2
pool butten, the green light next to the button doesn't flash.

O the lines assigned to the voice terminal, determine which ones should ring
immediately at the voice terminal, which should ring after a delay, and which
should not ring at all. :

Decide which voice terminals require special ringing options. On the
Voive Terminal Configuration Form for each voice terminal identified,
indicate the rype of line ringing by writing *R" (for immediate ringing) or
"D (for delaved ringing). on the line to the left of each line button, If a
line shouldn't ring at the voice terminal, write *N* for no ring on the line
next to its button, Calls transferred on this line will still ring.

The Call Coverage feature allows individuals to pick up calls for co-workers
with whom they don't share lines by using Cover buttons. This feature is
especially useful for attendant consales, because it lets an attendant cover
lines, such as personal lines, that don’t appear on his or her console.

Call Coverage is also useful to people who frequently work when the
attendant is not on duty. If that person has a Cover button for the attendant
console, he or she can answer all incoming calls when the attendant isn't
there,

There are two kinds of coverage: primary and secondary. Assign primary
coverage to someone who must answer a co-worker's calls, but doesn’t share
lines with that person. A secretary who screens someone’s calls, for example,
would be assigned primary coverage of that person’s voice terminal. Assign
secondary coverage to anyone who is a second backup for the covered voice
terminal. Figure 2-16 illustrates the use of primary and secondary coverage:
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FIGURE 2-1& Call coverage al a typlcal businéss.
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You can program a primary Cover button for immediate ring, delayed ring, or

no ring, depending on the situation and personal preferences. In most cases, .
2 secondary Cover button would be programmed for delayed ring. For more

information about line ringing options, see "Ringing Options,”

Considerations

 The attendant needs a Cover buton if he or she covers intercom or
transferred calls for anvone.

s You can assign a maximum of =six Call Coverage butlons to a voice
termiinal.

- o Lize only a button with red and green lights next to it.

# The lights next to a Cover button work like those next to any line
button, but you cannot use a Cover button to make a call.

Decide which voice terminals require call coverage. On the Voice Terminal
Configuration Form for each voice terminal identified, find an available
button, write "Cover® and the name or intercom number of the person
whose calls are to be covered. Write "F" or "5% on the button to indicate
primary or secondary coverage. On the line to the left of the button, write
'R* for immediate ringing, "D" for delayed ringing, or "N* for no rng.
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LINE PICKUP

AUTOMATIC LINE
SELECTION

The Line Pickup feature allows a person to pick up a ringing. parked, or held
call at any voice terminal, The attendant or another voice terminal uses
simply announces the call by intercom or by page. specifying the line number
to be picked up. 1f a voice terminal doesn’t have this line number, the person
using that voice terminal can still pick up the call using a 2-digit line code, or
a code and a button.

This feature offers three options:

« Program individual Line Pickup buttons to pick up specific lines. This
places an outward call restriction on the line because the person can
pick up calls on that line but cannat make calls.

» Program a general Line Pickup button that the person can use with a
2-digit line code to pick up any line.

e Dial *39 and a 2-digit line code to pick up a line.

If you want everyone to use the third option, you don’t need to plan Line
Pickup for your system.

Determine which voice terminals require this feature. On the Voice
Terminal Configuration Form for each voice terminal identified, check

s Genaral® or *Individual® under "Line Pickup,” depending on the type of
buttan(z) the voice terminal should have.

For the general Line Pickup feature, wrile "Line Pickup® on an available
butten. Om any individual Line Pickup buttons you've selected, write
*Pick Up," then the name or number of the line,

When a person lifts the handset t¢ make an outside call, the system
auternatically checks the outside lines and makes them available in the order
in which they were assigned to individual voice terminals. The red light next
to that line button shows which line the system will provide when the
handset is lifted. The system checks the lines in the order in which they
appear on the line buttons on the voice terminal. If you prefer, you can
searrange the line selection sequence if the lines don’t appear on the vaoice
terminal in the order in which they are most Jikely to be used. For example,
you may have a standard square system in which the first few lines are all
lacal lines. However, an individual may use @ WATS line, personal line, or
intercom line most often. You can plan to administer that individual's voice
terminal to select automatically the user's preferred line first when he or she
picks up the handset.

Conslderations
You may include a maximum of eight lines in an Automatic Line Selection
SegUEeTLe.

Determine which voice terminals require a rearrangement of the initial line
selection sequence. On the Voice Terminal Configuration Form for eath
voice termingl identified, enter the preferred sequence of lines under

* Automatic Line Selection.”
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Keep your completed Voice Terminal Configuration Forms where you can .
find them easily when you administer the system.

You've now completed the basic planning for your MERLIN 1T system, and
can stop here and begin administering your system. The rest of the planning
forms apply to options you may want to add to your system. These include
forms for:

» Enhanced MNight Service
» (all Restrictions and Allowed Lists

Group Page

Group Call Distribution

System Speed Dial
Automatic Route Selection

2-42  Fdl O the Voice Termingl Condiguration Fomms



o

Eill Out Enhanced Hight Service Forms

MIGHT SERVICE WITH
GROUP ASSIGNMENT

The MERLIN Il system offers several options for after-hours telephone
operation. You can administer these features in any combination to meet the
current needs of your business.

The three Enhanced Night Service options are summarized below, then
explained in more detail in the following pages. Take a few minules naw to
read this information to help you decide how you want your system to work.
Then fill out the appropriate forms for the Enhanced Night Service option you

wank,

s Might Service with Group Assignment lets you specify which voice
terminals should ring immediately when after-hours calls come in to an
attendant console with which they share lines. For this Might Service
option you need to fill ot the Enhanced Night Service with Group
Assignment Form.

= Might Service with Oubward Eestriction lets you sel your systom 50
that only authorized users can place nonemergency calls when Might
Service is in effect. For this Night Serviee option you necd Lo fill out
the Emergency Allowed List andior the Exclusion List on the Enhanced
Night Service with Qutward Restriction Form.,

s Night Service with Time Set lets you set the system {0 turm Night
Service on and off automatically at the times you specify. For this
Night Service option you need to fill out the Enhanced Night Service
with Time Set Form.

To make it easier for people in your business lo answer after-hours calls, you
can assign all the voice terminals asscciated with a particular atiendant
console to a Night Service group. Any call that comes ir b0 the attendant
consele while Night Service is in effect rings at each available voice terminal
in the group that has access to that particular line, Calls ring immediately on
lines set for delayed ring or no ring at the voice terminals in the group.

Consliderations
As you plan your Night Service groups, keep these points in mind:

s You can create up to eight Night Service groups.

« To receive calls, the voice terminals in the greup must share lines with
the attendant console.

» You can assign voice terminals to more than one Might Service group.

« You can put 85 many voice terminals as you want into 2 single Might
Service group.

If your system will have groups of voice terminals associated with
attendant positions for answering calls after normal business hours, fill out
the Enhanced Night Service with Group Assignment Form.
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HIGHT SERVICE WITH
OUTWARD RESTRICTION

Fooled System  TPrimo Foods has a pooled system, with attendant consoles
in the sales, administration, and finance departments. Most of the sales
representatives have four line pools assigned to their voice terminals. These
line pools are set to "no ring" for their voice terminals so that the group
secretary can screen their calls. The sales director has a personal line that also
appears on the secretary’s attendant console.

Primo’s administrator has assigned each sales representative’s voice terminal
to the Sales Night Service Group, Whenever the group secretary activates
Night Service, any call that comes in to the attendant console, except a call on
the sales director’s personal line, rings immediately at all the voice terminals
in the group. The only exception is a voice terminal where the Do Mot
Dristurk feature is inuse.

Square System  The law firm of Smith, Smith, and Jones has a standard
square systemn with only one attendant console, The administrator has set up
a single Night Service group containing all the voice terminals. After-hours
calls that ring at the receptionist’s attendant console ring immediately at all
the voice terminals, since each has access to all the lines that appear on the
receptionist’s console,

This Might Service feature prevents unauthorized after-hours use of your
business’ telephanes. When Night Service with Outward Restriction is in
effect, staff members who need to make calls must first enter a password.
People who don't know the password can dial only emergency numbers that
you specify, such as the telephone numbers for your local police and fire
depariments. If someene tries to dial a nonemergency number without dialing
the password first, the call won't go through.

You can create an Exclusion List for voice terminals of people who reed to
make after-hours calls and prefer nat to enter a password.

Conslderationz

# Once you have administered a password, Night Service with Outward
Restriction will be activated for all your voice terminals whenever Night
Service is turned on at any attendant ¢onsole,

* The password must be four digits. You may use the digits 0 through 9
in any combination, :

¢ You can include up to ten telephone numbers on the Night Service
Emergency Allowed List. Each number can have a maximum of 12
digits.

® If you assign a voice terminal to the Exclusion List, it keeps its normal
call restrictions, if any, while Night Service is in effect. However, it is
#at protected in any other way from unauthorized after-hours use,
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NIGHT SERVICE WITH
TIME SET

Get the Enhanced Night Service with Outward Restriction Form. On the
Emergency Allewed List, enter the numbers you wani everyone to be able
to call, such as local police and fire departments and ambulance services.

On the Exclusion List, enter the intercom numbers of any voice terminals
that will be excluded from Might Service protection.

Example

Primo Foods has Might Service with Outward Restriction. All the voice
berminals are restricted while Night Service is in effect except the plant
manager’s. Because the plant manager would rather not enter a password
when he makes after-hours calls, the administrator has assigned the
manager’s voice terminal to the Exclusion List.

Barbara, who manages the Finance Department, often places calls to Primo’s
Waest Coast distributors after the department’s attendant has left for the day.
To do this while Night Service is in effect, Barbara just touches Recall, then
dials the 4-digit Night Service passward, without lifting her handset. Then
she lifts her handset and dials her call,

You can administer your system to turn Night Service on and off
automatically for all your voice terminals. All you need to do is enter the
times at which you want Night Service to go on and off cach day.
Attendants can override timer-controlled operation and turn Night Service on
or off manually if they prefer. In case of shutdowns or midweek holidays,
you can suspend Night Service with Time Set indefinitely, then reaclivate it.

If you want your system to turn Night Service on and off automatically, fill
in the "en® and "off* times for each day on the Enhanced Night Service
with Time Set Table. Use the 24-hour military numbering. If you want
Might Service to remain on throughout the day, on Sunday for example,
don't enter "on” or "off* times for that day.

Exampla

Primo Foods' hours of business are 8:00 a.m. to 5:30 p.m., Moenday through
Friday. The administrator has set Night Service with Time Set to turn Night
Service off and on at these times and to leave Night Service on continuously
from Friday evening until Monday morning.

Because Mew Year's Day falls on a Wednesday, Prima’s administrator needs
to suspend Night Service with Time Set temporanily and keep Night Service
in effect from Tuesday night through Thursday momning. He suspends Might
Service with Time Set and activates Night Service manually at 5:30 p.m. on
Tuesday. It stays on untll Thursday morning, when the administrator turns it
off manually. During that day. he reactivates Night Service with Time Set.

The system resumes automatic control of Night Service and turns it on as
usual at 5:30 p.m.

You should new have made your decisions about which Enhanced Night
Service options you want to use with your system and filled in the forms that
pertain to those options. Keep your Night Service forms where you can find
them easily when you want to administer your system.
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Fill Out the Call Restrictions and Allowed-Lists Form

CALL RESTRICTIONS

ALLOWED LISTS

When your system is fies? installed, all voice terminals are unrestticbed. This
means peaple can place local and toll calls on all voice terminals. If you
want, vou can restrict selected voice terminals to intercom or local calls only.
If those restrictions are too extreme, you can set up allowed lists, which
contain groups of numbers that can be dialed regardless of a volce terminal s
call restrictions. You can assign these allowed lists to people who need to call
numbers that are outside the peneral restrictions placed on their voice
terminals, Thus, voice terminals can be either unrestricted, outward call
restricted, or toll call restrcted,

Qutward Restrlctions

If you want to allow people to make only internal (intercom) calls, you can
place an outward call restriction on their voice terminals. If you want these
people to be able to make local calls to certain exchanges, you can set up an
allowed list of specific local exchanges. Then you can assign the allowed list
to the restricted voice terminals during system administration. The system
will then allow calls from the restricted voice terminals to the numbers on the
allowed list.

NOTE: Outward restricted voice terminals ean’t be used for emergency
calls unless you assign an allowed list of emergency numbers.

Toll Call Restrictions

If you want to allow people to make only local calls, you can place a toll call
restriction on their voice terminals. If there are certain areas of the country to
which they may need to place business calls, vou can set up allowed lists of
those ares codes and azsign them to the toll restricted vaice terminals.

Decide which voice terminals should be restricted to intercom calling or
local calling. Mark the type of call restriction on the Call Restrictions
Form.

Assigning an allowed list adds a group of permitted numbers to the calling
range of an outward or toll restricted voice terminal, Permitted numbers
consist of an area code, an exchange code (the first three digits of a F-digit
telephone number), both codes, or an emergency number such as 911,

Conslderations

« Each entry on an Allowed List can have up to six digits (for exampile,
an area code followed by an exchange).

* You can create up to eight lists, each containing a maximum of ten
allowed numbers,

# A restricted voice terminal can have access to more than one allowed
list,

+ If you want people with restricted voice terminals to be able to place
calls to another area code on an FX line or a tie line, enter just the
exchange in the Allowed-List Directory. For example, if you have an
FX line to the 477 exchange in the 201 area code, you record “477° as
the allowed lizt entry, not 201477,
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1f you want restricted voice terminals to be able to call specific area codes
or exchanges, group those allpwed area codes and/or exchanges into lists.
Record the lists of permitted area codes andfor exchanges in the "Allowed
Lizts* zection of the Call Restrickions and Allowed List Form. Then, on
the *Call Restrictions" part of that form, record the number(s)— 0 through
7— of the allowed list(s) each person will have access to on the line for
their imtercom number,

Examples

Toll Restricted Volce Termlnal A customer service representative in New
Yaork City (area code 212) with a toll restricted voice terminal needs to speak
with customers in New Jersey (area codes 201 and 609). She is assigned
access to Allowed List 2, the New Jerzey list, which contains those area codes
as shown in Figure 2-17.

FIGURE 2-17 An allowed list for a typlcal toll-restricied voice terminat
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Outwsard Restricfed Volce Terminal A clerk in Houston with an outward ‘
restricted voice terminal needs to call several local vendors and the company’s
headquarters in Chicago. He is assigned Allowed List 3, which includes the

first three digits of the local vendors” telephene numbers. He is also assigned

Allowed List 4, which contains the area eode and first three digits of the

firm’s Chicago telephone number as shown in Figure 2-18.

FIGURE 2-18 An allowed list for & typleal outwerd restricied voles tarminal.
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Eeep your completed Call Restrictions and Allowed Lists Form where you can
find them easily when you administer the system.
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Fill Out the Group Page Form

It may be convenient to page a particular group of employees such as
department heads, committes members, or a project team without disturking
the entire staff, The MERLIN I1 system allows people in your business to
page co-workers through their volce terminal speakers. Your business does
not need an external paging system for this feature.

Conslderations
» You can create up to seven paging groups.
» Each group can contain as many as ten voice terminals.
» You can assign a voice terminal to more than one paging group.

=aar

If you plan to use the Group Page feature, fill in the intercom numbers
and names of people assigned to each group. Space is provided next to
the group number to write the name of the group.

When you have completed the Group Page Form, keep it with the other
forms for system administration.
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Fill Out the Group Call Distribution Forms

Your business may have groups of employees with similar responsibilities,
any one of whom can provide information or some other service to callers
from inside or outside your business. If you assign their voice terminals to a
Call Distribution group, any intercom call to the group rings at the voice
terminal of the person whose turn it is to take the next call. If you also assign
lines andlor line pools to a Call Distrnbution group, incoming calls on those
outside lines ring at each voice terminal in turn. This feature allows group
mermbers to share call-handling responsibilities.

Conelderatione

Call Distrbution Groups

= ou can establish up to six groups, each containing a maximum of 15
intercom numbers.

» Voice terminals can belong to more than one group.

Omn the Call Distribution Groups Form, fill in the intercom numbers and
names or locations of the members of each group. Space is provided
following the group number to identify the group by name.

Call Distribution Groups Line/Line Poolz Assignments
# You can assign up to 32 lines or 11 line pools to a Call Distribution
Group.

» All the lines andfor line pools assigned to a Call Distribution Group
must appear on all the voice terminals in the group.

« A line or line pool can be assigned to only one Call Distribution Group.

If you plan to assign lines andfor line pools to Call Distrdbution groups, fill
in the lines and/or line pools that will be associated with each group on
the Call Distribution Groups Line/Line Pool Assignments Form.

Examples

Intercom Callzs At Primo Foods, order-entry agents handle telephone orders
and inquiries about products in the company's retail catalog. Agents often
put customers on hold while they get billing information from Accounting or
check the status of back-ordered items with Shipping. Because people in
those departments belong to Call Distribution groups, an order-entry agent
just touches the button for that group. Agents get the information they need
without having to look up individuals” intercom numbers or make a series of
calls because several voice terminals are busy,
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Outside Calls At Ultimate Motors, many calls come in daily from people
who have questions about the cars the dealership has on its lot and on order.
Ultimate's administrator has created a Sales Call Distribution Group
consisting of salespeople Joe, Don, Maureen, and Phil. Whenever a call
comes in on one of Ulimate’s sales lines, the system determines which voice
termminal received the last call, If Joe took that call, the system directs the new
call to Don's voice terminal, If Don’s voice terminal is busy, the call rings at
Maureen’s voice terminal. The receptionist, whose console is set for delayed
ring on this line, answers the call if nobody 1= available to take it. This
arrangement equalizes the salespeople’s responsibility for handling inguines
and opportunity to bring new customers in for themselves,

When you have completed your Group Call Distribution Forms, keep them
with the other forms for system administration,
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Fill Out the System Speed Dial Form

Peaople in your business may dial certain numbers frequently, such as ‘
numbers of major clients, suppliers, or branch offices. You can assign System

Speed Dial codes to these frequently called numbers and store them in your

system. To call these numbers, people just dial the 3-character codes.

TELEPHOME NUMEER You may want to assign System Speed Dial codes to telephone numbers that

PRIVACY shouldnt be printed in full on call reports, such as numbers that confain
access codes, You can mark these numbers as private on the planning form
to remind you to encode them as private during system administration.

When you list a telephone number on the System Speed Dial Form that you
want to mark as private, begin the number with a star. For example, say that
you want to assign the code #62 to the number 1-201-555-5062, If yvou want
the code rather than the number to print on call reports, enter *120155355062
next to #52 on the form.

Enter the telephone numbers you want to store under Svstem Speed Dial
codes in the "Telephone Number® column of the directory. Enter an
identifying name associated with each telephone number in the "Name®
column next b the number,

Keep your completed System Speed Dial Form where you can find it easily
when you want to administer the system.
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Fill Out the Forms for Automatic Route Selection

HOW ARS WORKS

ARS WORKSHEET

Using the most economical method available to place each business ¢all ¢om
mean significant savings for your company. Routing calls efficiently
especially impaortant if you have several different types of lines, such as kcal,
WATS, Foreign Exchange (FX), or He line pools, or if you wse an aliernate
long distance company. If your system is pooled, you can use the Autnmate
Route Selection [AKS) feature to specify which line pool should be used foe
each call, depending on the telephone number the caller dials.

Te plan ARS, you first decide what types of calls should be placed on cach of
your line posls. You record that information on the Automatic Route
Selection Worksheet and the Forms for Automatic Route Selection Tables,
Later, when you administer your system, you'll enter information from those
forms into ARS tables that are stored in your MERTIN IT systemn.

With ARS in place, people just touch the Pool Access button and dial the
telephone number they want to reach, without selecting a line pool or dialing
special routing digits. Your MERLIN 11 system places the call using the line
poal that you've designated in your ARS tables as the preferred line pool for
a call to that particular arca code or exchange. (An exchange is the first three
digits of a 7-digit number.} If all the lines in your first-choice line poal are
busy, the system routes the call to the second-choice line pool, if you've
specified one, and o on.

Filling out the ARS Worksheet helps you decide how best to route calls,
considering the types of line pools you have available. To fill out your ARS
Worksheet, follow these steps:

1 In the blank provided at the top of the worksheet, record the number of
exchanges in your local calling area. If youw aren’t sure how many
exchanges there are, consult your telephone directery.

2 In the column headed “Line Pool Mumber,® enter the number (%, 890
through 899) of cach of your line pools.

Some line pools, such as in-state WATS line pools, can be used for both
toll and local calls, {Mete that with ARS a local <all 15 any call that doesn’t
require dialing an area code.) If you use a particular line pool for both toll
and local calls, enter the number of that line pool in your worksheel twice,
with explanatory notes.

For example, Sherman Builders Supply is based in Atlanta, Georgia (404
area code). Sherman has a local line pool, an in-state WATS line pool, and
a cross-country WATS line pool. Because Georgia has two area codes, 404
and 912, the in-state WATS line can be used for both toll and local calls
Therefore, the company’s administrator makes two entries for Pool 890 on
the ARS Worksheet.

Figure 2-19 shows the completed ARS Worksheet for this company. You
may find it useful to consull the Mustration as you continue filling out
your own ARS Worksheet.
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FIGURE 2-19 A completed ARS workshest for a typleal company.
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ABOUT ARE TABLES

3 In the column headed "Line Type,” record the type of line (Jocal, FX,

regional WATS, etc.) for each line pool number you've entered.

4 In the column headed *Type of Dialing,” circle the appropriate letter. T or

L, for the type of call that should be dialed on each line pool.

T = Toll A toll call is a series of digits that begins with a 1,
followed by an area code. When placing a toll call using
ARS, callers dial 11 digits {1 + 3 [area code] + 3
[exchange] + 4 [last four digits of number]). Keep in
mind that, with ARS, callers must dial 1 before dialing
the area code, even if they don’t normally need to dial a
toll prefix to make a long distance call.

L = Local  Any call that does not fall under the definition of toll.
This includes both 7- digit dialing and 1 + 7- digit
dialing,.

§ In the column headed “Number of Area Codes or Exchanges for which

Line Pool is Used,” enter the total number of different area codes or
exchanges that each of your line pools should serve. If you don’t know
the exact number of exchanges or area codes for which you want a ling
pocl to be used, enter a phrase such as "All area codes in the U.5. except
the 15 served by the regional WATS lines.” Keep in mind that you're
recording haw many different area codes or exchanges each lie poal should
access, not the area codes or exchanges themselves.

This step helps you identify your most general-purpose line poals, that is,
the line pools used for calls to many different area codes or exchanges,
You need to identify your most general-purpose line peols in order to
select default line pools for toll and Jocal calls. Diefault line poals are the
line pocls on which the system places each call unless a different route
has been specified for that particular type of call.

& Determine which of your toll line pools is used for calls to the greatest
number of different area codes. Write the number of that line pocl in the
blank next to "Default line pool for toll calls:

In the example, the cross-country WATS line pool serves the greatest
number of different area codes. 1t is the preferred line pool for calls to
every area code in the country except the two area codes in Georgia.
Therefore, the administrator makes it the default line pool for toll calls.

T Determine which of your local line pools is used for calls to the greatest
number of different exchanges. Write the number of that line pocl in the
blank next to *Default line poal for local calls:®

In the example, the in-state WATS line pool serves the largest number of
different exchanges. 108 the preferred line pool for calls o every exchange
in area code 404 except the 20 exchanges in the local calling area.
Therefore, the administrator makes it the default line pool for local calls

You'll use the information you recorded on your ARS Worksheet to prepare
Forms for Automatic Route Selection Tables. When you administer ARS,
vou'll enter information from these forms into ARS tables stored in your
MERLIN II system. These tables tell the system which line pool to use to
place each culgoing call.
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Before you go on to *Forms for ARS Tables” to begin filling out these forms
for your business, review the following general information about ARS tables.

Tables 0 through 7

You can $et up as many as eight tables, numbered 0 through 7, to route calls
to epecific area codes and exchanges for which you have economical line
pools, such as in-state or regional WATS, FX, or tie line pools. How many of
these tables you'll need depends on the number of different routing patterns
you want to get up to make the best use of your different line pools.

The forms for Tables 0 through 7 have two sections: an Area Code/Exchanges
gection and a Pool, Other Digits, and Absorb section.

Tables 8 and 9, the Default Tablea

You'll set up two default tables, one for toll calls and the other for local calls.
Having these default tables minimizes the time it takes to plan and administer
ARS, since you don't have to record the area codes and exchanges served by
your most general-purpose line pools.

s Table 8 the Default Toll Table, routes toll calls to all area codes that
aren’t listed in Tables 0 through 7.

» Table 9, the Default Local Table, routes local calls to all exchanges that
aren’t listed in Tables 0 through 7.

Simge the default function makes it unnecessary to record all the passible area
eodes and exchanges served by these line pools, the forms for these tables
have just one section, a Pool, Other Digits, and Absark section,

The Special Number Table

The Special Number Table routes calls to these numbers: 01, 411, 611, 911, 800,
and 200, 1f people in your business must dial an access number such as % in
order to dial one of these special numbers, you'll need to enter that
infarmation in the form for the Special Number Table, in the column headed
"Other Digits,”

3-Diglt vs. 6-digit Tables

Many businesses use only one type of line, such as a regional WATS line, for

all calls placed to a particular area code. These calls are rouled according to o
tables that associate the area code with the preferred line pool. They are

called 3-digit tables because the system needs to scan only the area code of

the number being dialed in order to route the call propérly.

For some businesses, however, the cost of long distance calls to telephone
numbers in another area code varies according to the exchange the caller
dials. In these cases, the system may be set up to place calls to numbers in 2
particular area code on different line pools, depending on the exchange to
which the call is placed. These calls are reuted according to tables that
associate an area code and one or more exchanges with the preferred line
pool, They are called 6-digit tables because the system needs to scan both the
area code and the exchange of the number being dialed in order to route the
call properly.
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Tables that route local calls are always 3-digit tables, since the system needs
to scan only the exchange in order to place the call on the prefersed line poal.
In summary:

s A 3-digit table lists either area codes or exchanges, then specifies the line
pool{s) on which the system should place calls to those area codes or
exchanges.

s A b-digit table lists 2 single are2 code, follmoed by one or more exchanges
withtn that erea code, then specifies the line poclis) on which the system
should place calls to those exchanges.

Diglt Absorption

The column headed “Absorb” on the Forms for Automatic Route Selection
Takles specifies how many, if any, of the digits dialed by the caller should be
absorbed (not dialed) by the system when it places these calls, This is done
to be sure you get the full benefit from any special-purpose linees in your
system such as FX lines and tie lines, You include an absorption type (see list
below) in your tables so that the system can route all appropriate calls to
these lower-cost line pools,

Digit absorption doesn’t interfere with Call Report or Call Restriction, if you
administer those features. The digits dialed by the caller are recorded on call
reports, while the digits dialed by the system are checked to be sure the call is
allowed.

The factory-set value for the absorption type is 0, which means the system
places a call using all the digits that the caller dialed. The other five
absorption types tell the system nat to dial certain digits dialed by the calier,
The six possible absorption types are:

s Mo absorption (absorption type 0, the default setting)

s The leading 1 {absarption type 1]

s The area code (absorption type 2)

s 1 plus the area code (absorption type 3)

e 1 plus the exchange {absorption type 4)

# 1 plus the area code plus the exchange (absorplion type 3)

For example, a branch office in Bowling Green, Ohio has a te line pool to
company headguarters in Detroit, Michigan. The complete telephone number
at headquarters is an 11-digit number, 1 + the area code + the 7-digit
number. People in the branch office dial all eleven digits, but the syslem
dials only the last four digits to place these calls. This happens because the
branch office administrator has associated absorption type 5 with the tie line
pocl in the ARS table that routes calls to this area code and exchange. The
ahsorption type entry in the table tells the system to absorb the 1, the area
code, and the exchange, so that the call can be placed on one of the tie lines.
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FORMS FOR ARS TABLES

Mow you're ready to fill out your Forms for Automatic Route Selection ‘
Tables. If you haven’t already done so, get the 9 pages of forms for ARS

tables provided at the end of this section of the manual, Make copies of the

forms and refurn the originals & the manual, Keep your completed ARS

Warkshest handy too, You'll probably need to refer to your worksheet as youn

fill out forms for the lables that you need.

About the Forms

Forms are provided for Tables O through % and for the Special Numbers
Table. Note that 3-character administration codes (shaded) and either 2-digit
entry numbers (0 through 99) or 1-digit entry numbers {0 through 5) are
preprinted on the forms. This is done to save you time when you enter the
information from your forms into your MERLIN I system.

For example, the preprinted information for the first entry in the Area
Code/Exchanges section of Table 0 is shown in Figure 2-20.

FIGURE 2-20 An exampie of preprinted Information on a Form for Autematic
Aoule Selection Table.

Code for adrministering
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Conslderations
Keep these points in mind as vou fill out forms for ARS tables:

» Remember to number your tables to allow for future growth. Use the
Form for Automatic Route Selection Table 0 to plan your first S-digit
table and fill out forms for any other é-digit tables =o that the tables are
numbered sequentially in ascending order (Table 1, Table 2, etc.), Use
the Form for Automatic Route Selection Table 7 to plan your fiest 3-digit
table and fill cut forms for any other 3-digit tables so that the tables are
numbered sequentially in descending order (Table &, Table 5, ete.).

This makes it possible for your system to distinguish between the two
types of tables. This numbering system also lets you add 3-digit or
E-digit tables later without having to change your existing tables.

+ In the "Area Code'Exchanges” section of a form for a 3-digit table, you
can list up to 100 area codes or exchanges, in any order. On the form
for a b-digit table, you record an area code as the first entry, followed
by up to 99 exchanges, listed in any order. If you need to list more
area codes or exchanges, prepare a form for a second table. ‘
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Procedure for Fllling Out Forms for ARS Tables
Follow these steps to fill out your Forms for Automatic Route Selection

Tables:

1 Get the Form for Automatic Route Selection Table 0. Decide how many
g-digit tables you need (you can have none or as many as eight). Enter
that number (0 through B) at the top of the form, in the blank next to
"Total number of 6-digit tables:*

2 If you plan to have one or more &-digit tables, go on to step 3 to conlinue
filling out the form for Table 0. If you don’t need any &-digit tables, put
the form for Table O aside, get the form for Table 7, and go on to step 3.

3 On the line next to "ls this a 6-digit table?”, circle "y* for "yes® or "n” for

"no" as appropriake.

4 To fill cut the section of the form headed *Area Code/Exchanges,”
perform one of the following actions:

— If this 18 a form for a 6-digit table, write the area code in the blank
provided for the first entry, entry (0. Then write each exchange

within that area code that your people would call in the numbered
blanks, beginning with the blank for entry 01.

For example, say that an administrator plans to use Table 0 to route
calls to exchanges 333, 444, and 523 in area code 816, The upper
section of the completed form looks similar to the cne shown in

Figure 2-21.

table,

FIGURE 2-21 An example of an area code and exchanges enterad in & G-digit

Form for Automatic Route Selection Table 0
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— If this is a form for a 3-digit table, write the area codes or exchanges in ‘
the blanks provided, beginning with the blank for the first entry, entry
o0, For example, say that an administrator plans to use Table 7 to
route calls to the Northeastern (Band 1) WATS lines. The
administrator records the 13 area codes served by the Northeastern
WATS lines as entries D0 through 12, The upper section of the
eompleted form looks similar to the one shown in Figure 2-22.

FIGURE 2-22 An example of area codes Ina 3-digit table,

Form for Automatiec Route Selection Table 7
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& To fill out the eolumn headed "Fool,” write the number of the preferred
line pool in the space provided for the first entry, entry 0. This is the line
pool on which calls to the area codes or exchanges listed in the Area
Code/Exchanges section of this form should be placed. If you want to
designate a backup line pool in case all the lines in your first-choice line
pool are busy, write the number of the backup line pool in the blank for

- the second entry, and so on,

For example, on the form for a typical 3-digit table illustrated in step 4
{Fipure 2-22), the’ edministrator is planning a table to route calls to the 13
area podes served by the Northeastern (Band 1) WATS lines. To specify
the Northeastern WATS line pool as the pool of choice for calls to these
area codes, the administrator records as entry 0 in the column headed
*Fool® the number of the Northeastern WATS line poal, B91. See

Figure 2-23,
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FIGURE 2-23 An example of entering line pool numbers in a 3-digh fable.

Form for Automatic Route Selection Table 7
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Because calls to theze 13 area codes should be placed on the cross-country
WATS lines if all the Mortheastern WATS lines are busy, the administeator
records as entry 1 the number of the cross-country WATS line poal,

Pool 822

& [Extra digits or special characters may be required in order for your system
to place a call en a particular line pool. If so, enter the digits or characters
in the same row as the pool number, in the column headed "Other
Digits.” These special access or account codes can fange from a single
digit, such as 9, to a maximum of 20 characters, including symbols for
pause (p), switchhoak flash (7], and Touch-Tone enable (t). (See "Special
Characters in Programmed Dialing Sequences” in Section 6, "Reference.”)

For example, say that a firm uses an alternate long distance company for
calls to nine area codes in Canada. Accessing the alternate long dislance
company lines requires getting a local line, dialing seven digits, waiting
far a dial tone, then dialing six more digits and waiting for a dial tone
again, The administrator records the digils and a "p" (pause) for each
second that the system should wait before continuing the dialing
sequence. The completed form for the 3-digit table that routes thesc calls
to the alternate long distance company lines i shown in Figure 2-24
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FIGURE 2-24 An example of other digits needed to access line pools on a
A-digit table.

Form for Automatic Route Selection Table 6
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T If your system needs to absorb certain digits dialed by callers in order to
place calls on a particular line pool, enter the appropriate absorption
number in the same row as the pool number, in the column headed
"Absorb.” These are the absorption numbers:

0 = No absorption

1 = Leading 1

2 = Area code only

3 =1 4+ area code

4 =1 + exchange

5 =1+ area code + exchange

For example, say that a company has FX lines for the 686 exchange in the
901 area code. To allow people to dial those calls the same way they dial
toll calls to other area codes, the administrator associates absorption
number 3 with the FX line pool, Pool 893, The completed form for the
B-digit table that routes calls to the FX line pool is shown in Figure 2-25.
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FIGURE 2-25 An exampls of absorption numbers needed to access line pools
on a B-diglt lakle,

Form for Automatic Route Selection Table 1
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After ARS is administered, people in this company dial 1 + 901 +

ERE-X XXX to make these calls. The system absorbs the leading 1 and the
area code and dials only the 7-digit number in order to place these ¢alls on
one of the FX lines,

8 Repeat steps 3 through 7 to fill out a form for each nondefault table
(Tables 0 through 7) that you need.

g Tum to the Forms for Automatic Route Selection Default and Special
MNumbers Tables. Referring to your ARS Worksheet, perform steps 5
theough 7 to fll eut the forms for the Default Toll Table (T able &) and the
Diefault Local Table (Table 9),

10 People in your business may need to dial an access code in order to make
calls to the special numbers 0, 411, 611, 911, 800 and %00. If so, record that
code on the form for the Special Number Table, in the blank under the
heading "Other Digits.”

-

You now have all the information you need to set up ARS for your business.
Flace your completed ARS forms where you can find them easily when
you're ready to administer your system.
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| £ 108 . B33 [ -3 I N B
1| il | ! . — Ad, 23
|71 1 L. 134
[ 72 711 o A O - ]
L 73 715 _| || a7_| 7o
| 7 714 Pl T i

2-BA4A Master Plannng Form




Master Flnnning Form

Station Jacks

Jask  |[Bafault Paraan, Jack  |Detault Person,
Statlon Type |(lcom Location, Sistion| Type  |leom { Lotathed,
lisek  IfALD.B)Na. Laber I_‘-'_;!u:::Er _qr_l-‘l._ncr#m ! Jrck | rA.E'.ElHn-. J _!:-u-.r_ FACE . _n:r_{nim_:-l_n:_n'__
o] oa | 10 ! . LI B a]-
| 02 A 4 11 32 41
£ A 12 B +3 42 Edeit ;
04 A 13 34 AT A
05 A 14 _ B | 1 44
05 A 15 — L - a3
o7 A | 18 L 37 I |
0 | A 17 . - 4 b
03 18 . . = . 48
10 18 R 40 A3 :
11 20 B (X =)
12 1 I 47 | | &
i3 22 I B 43 | 52
14 2 R 7 I S 3
5 | | ze _.. a5 | | 84 .
16| 23 US| . S22 e
17_| 26 i IS I S -
|18 a7 . - 4h a7 | |
19 i) _ 1 =«B a8
20 2 - gs0 ) | 4 4
21 30 . |1 a0
32 a1 - =3 &1
- . 33 — . 53 B2 n
24 i = =L ! 53 —
25 24 : 55 | ea
il 35 : 56 [
|27 36 L 7 || €6 i
28 a7 - |l =8 a7 3
29 33 - 4 oal
=0 33 — 1 8o 5 e |
"Flexlble numberng applles:
Oes
ClNa

Maser Planning Form  2-64B



Master Planning Form

ST Ty
Module Locatlon
Basie unlt Expanalan wnit
| 1
! | . 1
i Frswgr |'_ AR
g
c
|
|
r__ [ I | F ! i
Slot Fower L 12 a 4 £ Pirwar E 7 & ] 1M n
Identilzation: iupphy supply
alat alel

: :'1’;'%",. el
A5 Lo

i LTy L ]
i - :

2-G4C Master Flanning Form



Master Planning Form-

Line Jacks
il i ; 3
Dafault " Dafault
Line Lineé Line Line
Jack MWa.* Telephone No, ar Equipment | Jack [ Telephone Mo, or Equipment

01 &M 24 823

02 ang o 50 230

03 803 5 Ei

o4 | BO4 B az gz

05 B80S S a3 | pa3
| 06 a0& ) 134 B34

a7 07 35 835

8 ROE - = sE | 838 )
08 BRR _ ar 837

10 810 L 38 833

11 311 i ) 835

12 813 . a0 | 8d0 s a0

13 83 o -k Ba’ o i i

id Bi4 42 242

15 815 43 a43

18 818 - 44 244 il &
| T g7 . 45 245 o

18 £18 4 | B4B

g ] . — a7 _[ Bay

20 20 e 48 | Bag it Dt i I
21 821 — . | 849
[ %2 22 — g so | 850 ok L iy
|23 | 833 ) 5 851 i !

24 a4 i 6 )
- - ag% ] 53 o]

26 B2E - L Gl 85+ —
| o7 27 - 55 855 .

28 gea .58 856 AN
*Flezible numbarfing appllea:
LYes
ClMo

Master Planning Form 2-640



Master Planning Form

Line Jacks
Line Line
JAEk Telephone Ne. or Eguipment Jack Telephone No. or Equipmient
o 17 l
0z 18 |.
03 18
04 a0
1] 21
[ 22
07 23
ng 24
o] . 25 ]
|0 ]
11 27
12 |
B 29
14 30
15 3
|16 32

Maduls location

Basie unil
I

I

P L
e
L
L
g
-]
-

Slai Power O 1 2 3 4 &
identification:  ¥UPPIY
alol

Expansian unil
]

o5

Powar 8 7 B 8 10 11

supply
alat

Masier Plannimg Form

2-65




Master Planning Form

Station Jacks

Jack Jack
Giation Type Parson, Locatian, Statlen Type Person, Location,
Jack {A.D.8] or Functlan Jack {408} af Funsllan

10 ) 4R
i1 Ay 47
12 A 47
13 ) 49
14 A En
i5 P 21
16 i) b
17 o 3
i5 L4

|14 — 55 il
20 EE -
21 5T
a8 5

| ]

—_— G0
25 E1 _—
s E2 o
21 g5 ‘
Eﬂ EI1 a —
23 ES
a0 . EG
a1 BT
az EA T
a3 __Ef
a4 70
35 71
] 72
a7 77

i 2} 74
38 ' 75 &
40 78
41 17
42 = 78
43 pi
=t B00 -
45 alval

2-88 Mipster Planning Form



System Gunfiggratlnn Form

System Size: Administrator/Attendant Conacle: Transter Raturn Interval:
O Small (1-8 Linas) [ 34-Butlon Consale lor Smell Sysiems Murriber of
O Large (=B Lines] £ 34-Button Consale foe Large Syslems Rangys
Line Representation: giﬂgﬁamm win A One-Touch Call Handling:
I Square ' O One-Touch Transher
M Pooled Call Reporl Optlons: O Cne-Touch Hold with

! Buttan Access O Culgoing Calls Only Call Announgemeant

O Dhial Access O Ircoming and Outgeng Cals

O Aviomalic Roule Selethon Minimurn Length of Calls

Recorded (Minutas)

Attendant Stations: I

Toll Prafix
Line Telephone Mo. Line Type I Line Pool not needed
Jack ar Equipment Other than Local (9, 890-855) Fotary? for Long Dist?

S B

P

28 _
20 -
a0
31 :

32 —

System Configuration Form 387




Lime

Telephons Ns,
o Equipmant

Ling Type il

| Jaek
|20

Dthar than Local

Line Poal
(Defauli

Fotary?

Toll Freiix
ot Needed
far Lamg Cath

.

30

-

el

32 .

|33

—

o

— e s e ]

———— ]

e S )

e

Al i

e

pr————e e

e

— e

T —

e mm————— L. L

L

|

—t—

2-BTA Sygem Conbguiation Farm




System Eunﬂguratiun Form

teim Size:
i Small (V-8 Linas)
O Large (=8 Lines)

System Type:
% Bguare
Behind-saiicn
Tedr
Cont
Drop o
1w
i Button Accecs
L] Dial secess
[T Autermatic Route Salecsion

R ]

Attendant Positlons:

Administrater/Atiendant Conszale:
BIS-240 Console
J MERLIN 1] Sygiem Oisplay
Cangole

e T T A

Cail Reporl Optiona:

Duigeing Calls Oy
I Incoming and Ouigang Galls
Mirmurn Length ol Calls

Aecorded {MIMNAES) m———

Transtor FReturn Interal:
Mo, &f Rings

'I'ginr-llr Fesdback:

Mg

Rirgbass
Camp On Return interval:
to, of Minges

Oe-Towch Call Handling:

L OmeTouch Trangfer

L O TOUEH Mok with
Call Annourcamsant

Line
Jack

1

Telephone Mo,
ar Equipment

Ling Type i
Other tharn Local

DISA
Line¥

Lo —

Line Pool

Reminder Sarvice
Cancel - All:
Tirna

Drirect Inward ‘E‘j'!-tirm
ACouE;
Pasgwond?
:' Yemg
L Ma
Ciurtward Resiromed?
| res
M

Extended Statlon Stotus:
TS Moos
Hiolgd ke Mode
EXS aferdsnt

{Defautt

9, 830-8099)

Tl Prafix
nod R chird

Agtary? | fer Lang Dist? |

02

5]

N

= ——m

RRRRE

10

11

12

13

XTI

[ ——

— S ——

P, R —

e T U

System Canfiguration Form 2-6TB



Station Configuration Form

Attendant Consoles

Intercam Ma, Idantibeation
Console Madal; Accessdiled:
O BIs-340 Sonscle [ Ganessl Purpase Adoplar O Haasingdmpairad Harsdae
O MESLIH 1 System [ Headunt O Fush-to-Listen Handes
Display Cansale [} Heacesr Adapiar O Weia Tarminal Power Supply
O Havds-Fros Unit [ Supslemanial Alan Adazter and
[ Exira-Lang Card Extra Alprt Diwicas

) Accustc Coupler Adagler

S the BlS-34D console for amall sysiems, the system osulemetieally esslgns the Aulo Inlsrcam feastures
ta buttens, as shown by the labels in the upper laflnand corner. If some of these bullons aren’t needod
#% Aulg Intepsarm Buitans, yeu con asslgn other featwres 1o them,

IC 1% G 29
3 g g e
IC; 18 G 28
2 ¥ 10 z2
AT LY
iex [ 11 1
I tarssn- W 18 IC 26
Yoo 5 12 24

Ifinaresm- [IC 18 I 25
R 4 13 25
- ok i
[ & 14 G 24
Whan lines ara ssslgned 13 & sopesls, thay appear on 14 aE
buttons in fhe ordet Indicaied by the numbers in he — ST
lawas tighi-hand earner.  Tho syalem aulomoilcally [ 1'3 = oea
paalgns llned fe the buthens nembered 1 through B
as ahawn. Far [arge aystems, The syelem sulo. R 13 AT
matlcally asslgie the comslning lines as shawn, s ey :
beglaning with the bullen aumbersd 5. I large Ic 12 G2z
systame have 30 or fewsr lines, Might Service and 1% a8
Sand Meossnge Appeal of the Benane numbered 31 —
and 32 &1 e 21
Automatls Lina Sslacilon: 17 29
R —
e ([ [} ||
Extunded Statlon Status: 18] : 2
Dizplay Mode E— W
O ves Sye
m 14 3
Forcad Mocount Code Entry: Sand
O Yei M
0 he 0 ) 32

Slation Configuration Faem 2-6TC
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Station Cnnﬂﬂratinn Form

Analog Stations and Basic Telephones® (Square Systems)

Irbarecm e,

Statlon Modeal:

|danbfation

beeasncrlan:

[ B«Butizn = 3d.Bulon (SP-24) O Geners) Purpase Adaptar [ Hoanng-lmpsned Handsat
0 10-Busan O 34-Bution [BP-24D] with Disples O Hewdsat B pucham-Liswan Hardset
O 1kBution HFA [ 34-Bumon Deluxe [ Hosdte Adapter O Woics Tarminal Pawar
O Bs.1a O fisa4 O Harele-Froa Ui O =Ml
O is-zz O BS540 with Dlspiay O Extra-Lang Cond O ool
0O 24-Buman i Basiz Talephone O bcousts Coupler Adaptar
I J4-Bution
I 22:Buiton
I—-—-—-—" 10-Buticn
I-'5~Elulmn -I
| 3 El 21
| 1o 22
145 11 e
Inl&rcoms
Waics ¥ a4
Inb&nsgm-
| ; :
When llnes are asalgned ta & velco termingl, they appead In the 1l1I P
numbered crdar shawn, Tha systam lll.lgnl lines o buttomz
numbered 1 {hrough 8 you musl ssalgn any additlanal Hnoa,
sterling with the butten numbared 5. !
s 27

Aulamatle Line Selectlon:

Hight Sarvice Exclualon:

O ¥as
0 s

Forpad Aecsunt Code Endry:

C Yas
0 ke

Call Reatrlotion (See torma):

O Susward

O Ta
Dllnra-:.h'ict&d

Y For ke with Batas Telsphondd camasied to TTMIs orOP Tl

7 et
18 Ao
18 A
- :

Stabon Conlfiguratsa Form

2=6T0D



Station Gunilggratinn Form

Digital Stations (Square Systems)

Intoreom Ma. ldeanticalion -
Stetlen Modal: Atceassoriaa:
O rece D Goneral Purposs Adapter [0 Acouste Cougler Adapier
] Ta0eDl with Display I deadiet O Hesring-imaaired Hand st
O Headeat Adapeer L Fush.to- Lt Handset
D Hareds:From Lk O Vewes Terminal Pawar Supply
o o 0
0 e ) Q 3=
{G Insarsam- '::' 0 ]
Q Werloy O E |
Ol intercom. o Salect Airg
(] Al o
@ Missags
G SMik S -
l ]
When Ilnee are saaigred to s wolea | 775577
terminal, they sppesr s the order
Indlozted 5y 1le numibars. ==
'_II—I-I—_...-
Automatle Ulne Selectlens 00000 [s-eeoooo.
Might Servies Excluslon: | o
[T was
O e
Forced Account Cede Emtry: | |
O ¥as
One
Call Restrlctlon [Sse formal:
O Cutward S T Rme e
0 Tan
O Unrietrictod —ee
Sagaker
e o]

2-BTE S1etion Configurahan Form



Station Configuration Form

Basic Telephones® (Square Systems)

LIne HAsdbgrmeanis

(87 Ceal G
1+ [ 21
5 243
5 LoT]
:-._- g5
5 BE
& 47
T 2l
] iy

tLines are awsigned to disl codes
In the arder shewn by the numbers.

Might Sarvies Exslusion:
0 ves
O M

Forced Accounl Code Enlry:
[IYee
Oke

Call Resirlellon [(Bex forma):
O Cutward

O Tos

O Unarsatricted

Parsonal Spoed DOlal

Faamurm

3laizz(al2 (g

v

#10

#11

iz

#13

i

#15

#16

nr

¥18

gia

L

w22

Aregun] Goda Enfry

¥

£24

- Dawed Mumber Hedisl
Las1 Humipey Findinl

* For uss with basic alephonss cenpected B Baci: Tolsphone Modules caly. I the Bagic telaphens it aonaseiad o n BTMI o an

GETI, use e analeg sution sanbgueation feem,

Sestion Confguraton Foam 2-61F
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Station Configuration Form

Basic Telephones® (Poaled Systems)

Line Asslpnmenis
Lire oo Lavs Pracl Dol Coda

Pergonal Spasd Dial

Fanhira

Modam Pocd (el pool ) or

Pool Aocecg

kodiam Pocd icofaull pool %) o

Pagd Access

Codo
B
L JEF
a1l
i
#05
G

Lk

1 aid ]

i

E10

2 RS E

Bl

¥13

a 25 #14

NE

g

A 24T F 1

#18

LAk

LF4

ol

Ageount Gode Eniry

Saved Mumber Recial

a4

Lagt Mismber Faetial

]

Lines or lne pacls are asslgned 1o dlal
codea In the order shawn by the numbers.

Hight Barylee Excluslon:
I Yae
Ok

Foread Accouni Cade Entry:
O Yas

£ haa

Call Besitleilon (See lormaj:
D Cutwand

O Tal

[ Unrestrictad

* For uga with basic felephaoras conneciad B Basic Tefophars Medules arfy. 1§ e Baec mlephons is conpected o a BTMI of an

QP wea T annlog slation sanfuration fonm

2-6 TG Saton Conliguralicn Farm



Station Configuration Form

Analog Statlons and Basic Telephones® (Pooled Systems)

It Mo, keniificatar
Eigllon Madel: Aoceasorien:
] 5-Bution [ 34.Bumen (SP-28) 0] Gonaeal Purpose Adapter O Hearing-impaied Hendsat
O 10-Buttan 0 24-8umsn (SPA4D) with Display O Headset O Push-te-Listan Handsal
O 10-Bumen HFAL O 34-Bunon Deluxe O Hiadset Adaptar O voien Terminal Power Supply
0 sis-10 O eis-34 O Hards-Frea Ui 0O aTi
0O ms-22 ) BiS-340 with Dispilay 8 Extm-Leng Cord O opPT
O 34-Bumon 0 Basle Tewphans O Acoustic Coupler Adaptar
[ J4-Buttan
I-——-—!D~H-ulltlh-
rs-aulmn s
i T 19
Waln Pocl of
Poal Adcaie 8 20
Wit Pocd or
Pool Arcass | q _;:_
bkt rpadam -
Wioih 10 e
-Iémm- P
Ring 11 ez
When llne pesla o lines ore esslgned fo A volee fermine, I i2 !2‘-‘.\
they appesr on buttons bn the srder Indlested, B
Dlal Aecwss fo Pesls (Default 9, 250-250% 13§ zs]
Automaltle Line Selactlen: 14| 25
Hight Service Exeluslan:
O vas 15 27
O ka
Ferced Aocount Code Enlry:
£ Yas 15 b1
O he =i ey
Call Raeiriction {(Ses formal 17| 4
O Duteard
OTal
O Unresricad
I8 )

* Far use wit Basic Telephones conneatid & BT o0 OPTIx

Stansn Confuration Foam 2=BTH



Station Gnnﬂg_uratlnn Form

Digltal Stations (P

ooled Systems)

Inmtgrcam Mo, Identificatian
Sieifon Moadal: Acoaamarie;
O 7408 O] Ganeral Pupass Adsptar [ Atoustic Coupler Adapter

0 FeteDwim Digsley O Hosdas
3 Headeor Adnpiar
L) Hawde-Fraa Linit

0 Heariag-Impaied Handset
O} Push-o-Listen Handset
L} Wodca Tarminal Pewnr Supake

O Main Pot o O o
Oy | Poal Accass 0 1 [
1
o It e O Mo Poed o 0
O Woice | Peal Actats
O nmreom: | Seiect Ring
'S Fing O Tommma- o
Muosza
@ e O] Shk { --------
If & line poel or lne e aiglghed to thly —— .
valta terminal, 1 sppears on this button, i ————
Dtel Acass to Pools (Defaull 9, 890-856):
]
Autamuatls Line Selection: e
Hight Service Exaluslon: N
Bl ~  femmessaag
Ome
Forced Acoount Code Entry:
Qi res B e
O M
Call Resteletlon [Soo forma):
OCutwe.d e
Ol Tah
O Unrestricted
Spbakar

2-B71 Siatin Configurason Form




Voice Terminal Configuration Form

Imerenm Mo

Console Model:

1 34-Button Deluse

71 .34-Button Deduxe wilh AI3
| Display Consols

Attendant Consales

ldantEcation

Accesgories:

O General Purpose Adapber
O Heaosst

O Heagset Adapler

O Hangs-Fres Lini

0O Extra-Lang Cord

O Acoustic Coupler Adanter

I Hearing-Impaired Handsst

0 Push-ie-Listen Hands

0 Woice Tarminal Power Supgly

On the 34 - button console for amaoll systems, the syslem
aulomalically asaigns the Auto intercom, Wight Service, and

Send Message leatures i¢ buttons, as shown by the labels in
the upper left - hand cornef. |1 some of these bullons aren's nesded

as Auto Intercom bullens, you can assign olher Tealures Lo them.

| Ic 14 IC 26
i}D E] D’ D ] E:.D L bD Ty
[[=iR ] | L=i]
t}D 2 D D 7 t-D 1 pD E e
DD L p‘D .| ‘I}D 1= I ) bD o ar ]
PO " 0O | L0 ]
(LRI E [[=R }] [T
_ PO " L O ) =[] i B0 .
F‘D [[= I ] :-"'D [T i
I} D il T.] DD 16
When lines are assigned 10 & vaice terminal, - L 27
thoy appoar on buttons in the order Indicated by iZ iF T
the numbers in the lowar righl — hand eorner. gu 1 L] 2
The syslem aulomalically assigne lings 1o Lhe = —
butions numbered 1 through B, as shown. Il . ] s
For large systems, the syslem automalically
assigns the remaining lines a8 ghown, beginaing ] i =]
with the button numbered 8. L ke
Wight
»0 1,I PO,
Band
I}D 0 E}D s 1

futomatic Line Selection:

Yicice Terminal Configaration Form

2-58



Voice Terminal Configuration Form

Analog Voice Terminals (Square Systems)

Imlerenm Mo, Idermification

Voice Terminal Model: Accessories: .

I E-Bultan O Gereral Purpose Adapber O Acouslic Coupler Adaper

D 10-Button [ Heads=s O Hearing-lmparad Handsat

[1 10-Bukion HEAL 0 Headset Adapler O Pushe-Listan Handzal

[ 34-Batton Deluxe O Hangds-Fres Wnit O Voice Terminal Power Supply
0 34-Butten BIS [ Extra-Long Sord

7 34-Butteny BLUS with Displary
[ Basic Touch-Tone ar Roary
Telephnne

| 34 — Butten

[—*W—Eutlan 4"'
I— 5 = Bufton j

val ] eof ] eo[ ] Ol

va[ ] oo ] eO[ ] vO[ .

<= T = T = =

sol =]l eo[ ) eo[ ) eO[ .

e[ >0 4 vaOl ] »O ]

- b0 y bO "

rlsiriupovt e~ I N (=) I

ity uibirionn - QR - = N R - | ™

ertpersiorsacth b =) L=

s ) b0 K

Line Pickup: I:rD.__:l > .
O Ganeral —

O Indivigual pD " p.-l:l 2

Aulomatic Line Selection:

Hight Service Exclusion;
[ Yes
O No

Voo Terrningl Conlguration Fomm

2-T



Voice Terminal Configuration Form

Digital Voice Terminals (Square Systems)

Inlarcom Mo Iganbfication
Voice Terminal Maodel: Accessories:
I:i F40E8 O General Purpose Adapler D Acoustic Coupler Adapier
0 roeD O Hesdse O Hearing Impaired Hangdsel
0O Headze Adaptar O PushetorListen Handzed
O Hands-Frea LUng O Voice Terrminal Power Supply
o o o
{::I 1 |=— G 3 -
l'D Intercom - Q O
Of  veice O 2 | —
':::' Intercam = ,::} L ?flfil P.I.nP. ]
) Aing
Message
@ ¢ o ghim | | prremvreees
When lines ara asslgned fo & voice 1arminal, ——
thay appeor In the order indicated by
the numbers.  f -
Line Pickup;
[ General -
O Ingvidual
Automatic Line Selection:
Wight Service Exclusion: |77 TTTEEEEEA
' Yes
O Mo
Speaker
|

272 Woice Termenal Configuraton Fomm



Voice Terminal Configuration Form

Analog Voice Terminals (Pooled Systems)

O Acoustic Coupler Adapler
O Hearing-impairad Handsal

O Woice Terrmmnal Power Supniy

Imersom Moo e |dEmtiication

Volce Terminal Model: ACCEEEOTIes:

O &Bulton O Genaral Purpose Adaplar

0 10-Bullgan 1 Headsst

O 10 Buttan BHFAI [ Headsal Adapees ] Push-o-Listen Hamdsed
0 24-Bultan Digduxe O Harnde-Frie Und

1 34-Butten Defuxe BIS L Exira-Lang Cord

Tl 34-Button Deluxe BIS with Display
i Besc Touch-Tone of Aotary  Telaphone

| 34 — Button

Ii'l':'— E-Utlﬂﬂ—t
|'—5— Bu!iﬂ-l‘l—t

b0 , b0 ,| 4 ' gn -
pOl e pO 4 b0 b0 5
[:"D Ih;:f:h I} D _.,| b I:' i I}D 23
pOf - 0| ] b0 . >0 .
J sal ] eof .
When lino peole or lines are assigned 1o & |
volca (arminal, they Bppear an buttons In [:'D 1 DD FL)
the ongder indicaled.
’ DD [F DD 2
Dial Access to Pools (3, 880-6399):
B ,J b D 7
Line Pickup: " | '
0 Gerery [} D i bD F ]
O Individual
b0 . e ,,l
Automalic Line Selection; -
4l 1 =0 L
Hight Service Exclusion;
1 Yes
L Mo

Woice Terminal Conliguration Form

2-T3



Voice Terminal cunfig_uratiun Form

Digital Voice Terminals (Pooled Systems)

Intersom Mo - ldeniticabcn
¥alee Terminal Model: Accessories:
O 7406E Ll General Puripase Adamier O Acoustic Coupler Adapter
O 74060 0O Headset 0 Hearing-Impaired Handse
O Headsal Adapter {77 Push-to-Listen Handsat
O Hands-Free Unil O Woza Terminal Powar Supply
)| Peolgar ] o
Foal Accags
O O =
Q Intarcom = Q| Poaldor 0
'S Voles O Pogl Accass
Ol 1ntarcom - ol Select Ring O
[:} Ring
Mosaaga
@ ? o &hif Fe e
It & line pool or line I8 assigned tothis | | T T 7T
waice terminal, if appeare on this bution.
Dial Access to Pools (9, #90-899); i
Line Plekup;
T
I Indiviciysl
Autematic Line Selection -
Night Service Exclusion:
T Yes
O e Spoakar

2-7T4  Voice Termemnal Configuraton Farm



Enhanced Night Service with Group Assignment Form

Attendant Attendant — Attendant Attendant
lcam leam leom leam
¥ | Ho. Narme f | Me. Name Y | Ne. MName V| Moo Name
N 11 10 10 10
11 11 11 11
12 12 12 17
i3 13 143 13
14 14 14 14
1% 15 15 15
7] i6 16 _1f
17 - iT 17
15 16 18 18
| 18 18 14 19
20 20 20 ) ] -
| 21 N 21
22 aa ga 2z
23 23 23 3
24 24 24 74
25 23 £3 25
26 a5 - L) Fal]
27 _ =7 27 27
28 L ZE 28
29 i, oy ]
a0 el =0 30 .
| 21 a1 a1
22 _ S e a2
I — X a3 K K|
2 3 _ 24 a4
35 ] 35 as
i a6 i 38
T ar A7 37
20 28 =B 3d
=3 a9 20 29
40 __an 40 | 40
41 &1 41 41
42 43 _Ag 42
— 43 43 a3 43
i 44 A4 44
45 45 45 45

Enhanced Might Servica with Group Assignment Fom

2-T5



Enhanced Night Service with Group Assignment Form

(Continued)
Attendant Attendant Attendant Attendant
leam : leam lcom leam
< Mo ~ Mame | Ne. Hame | Nao. Mama < | Ho. MHama
A8 45 4& 4
| ar 47 a7 47
4B 45 .48 a5
49 43 40 a5
50 £0 50| 50
51 -3 51 51
_ =t g2 52 02
53 | 23 o 53
) S 54 B4
55 b i) S5
Gl 50 1 ££
L &F 1 oF L
5E 58 5B 24
=9 } 23 59 58
&0 & &0 =11
| _61 _ gl i i g1
|1 &8 &2 73 62
&3 B3 £3
g4 4 £id £
|65 B 65 ) 5
G 717 Bk Gl
A -1 BT &7 . &7
EBE 1] [i:] B
£ [ _ __Ea B9
70 o 70 T il
71 Fi | 71 Pl
12 ) 1z 72 72
Fi) T4 Fils 73
74 T4 74 74
75 i __ 75 78
Fil £ P+ TE Fil ]
7 IT 77 77
7 78 P i
. 79 i i, 73
B B0 B0D EDD
i B BO1 _ 201 2o
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Enhanced Night Service with Outward Restriction Form

Password: (Mote: [f you want 10 keep vour password private, do nol Bl in the blank)

Emergency Allowed List

Entry Telephane Na.

EDDE-"HJ-IJ'!{PI]-H-WM-‘-I:I

Exclusion List (Voice Terminals not Restricted During Night Service)

leom leem leom f
W HNa. Hame | Ne. Hame » No. Hame
i0 KL L4
1 a5 £o
1 a6 E0
- 13 ar g1
14 38 e
15 a9 X ]
15 40 54
17 41 65
18 i a5
149 43 &7
an 44 -+ I ______]
21 45 [+12]
£ 44 70
] s 47 71
24 48 i
— i) 45 |
25 50 Fi
- _a7 51 Fi
28 52 TE
28 SEME . < I — . i
a0 B i
51 55 Fi
R 1] 2gg
23 =i 201

Ennanced Might Sernce with Ouward Restaclion Form 2-77



Enhanced Night Service with Time Set Form

Day Sorvice Of Service On

Sunday

Monday

Tuesday
Wisdnesday

—

Thursday

Frictay
Saturday

Erfhanced Might Serice with Time Se! activeted on [day of WEak).

2-T8 Enhanced Night Serace with Time Set Form



Call Restrictions and Allowed Lists Forms

Call Restrictions

lcam I::Iutw:rd Tall Allowed Ligts | lcom | Outward | Toll Allowed Lists
No. |Restricted | Restricted | Unrestricted | Assigned Ho. | Restricted | Restricted | Unresiricted | Asslgned
[ 46
11 47
1 45
13 . 45
|14 50
15 1
16 52
17 o3 —
18 - o4
| 15 — <F]
20 EE -
21 _ g¥
2 — 53
23 & o
24 (510
3 1
26 =7y
ar _ =%
28 _ B4
2 G5
a0 17 ]
a1 67
3z ) a1
_33 63
24 — Fi+]
i ] - 1
36 72
37 73 )
an . 74
- I 75
A% Fil ]
41 ) . i 7
47 - 7
43 i}
44 i BOD
45 1

Call Resticlions and Allowed Lists Forme 2-79




Allowed Lists

List 0 List 1 List 2 | List 3

Entry Enitry Emntry IEn':r:,.I
Ha, Entry Mo, Entry MNo. Enfry Mo, Entry
- 0 [ 0 1]

1 1 1 1

2 2 2 2

3 | 3 3 3

4 4 4 4

5 ) £ 5 5

[ 5 ] &

r [ T 7

B ) & 8 8
| g 3 g g

List 4 List & List 6 _ List 7

Entry Entry iEntrjl Entry
Mo. Eniry Ha. Entry Ma. Eniry Ma, Entry

a 1 L i

1 1 1 1
| 2 2 2 2

3 3 3 3

4 4 4 4

B 5 5 5

5 G & &

7 7 7 7

g ] & ]
| 8 g g ]

2-80 Cgl Restrictions and Alowed Lists Forms




Group Page Form

Growup 1 Group 2
lcom Heo. Hame or Localion leom Ne. Hame or Location

1 1
2 2
a 3
& 4
5 5
3] 2]
7 7
] ]

] g ..
10 10

- Group 3 I N Group 4
leom Mo Mame or Location lcam No, Name or Location

1 1
2 2
3 3
4 4
5 )
& i &
7 il
a 2]
]
10 10

Group Page Form

2:81




Group 5

Group &

lcom Ma.

leam Mo,

NHame or Locatlon

—

Hame or Locatlion

L

l:lmh-lu‘:-m.n.mm

@l |- e [oh (e | Ins

o

i
=]

Group T

lgom Mo.

Marme or Locatlon

E 5 I

r
L

2-82 Group Pege Farm




Group Call Distribution Forms

Call Distribution Groups

Group 0 Group 1 Graup 2
lcom Mo, Identification lcom Mo, Identitication lcom Mo, Identitication
1 1 i
2 g i
a ] 3
4 4 4 —
5 & 5
] ] B
T 7 T
a] o] B
e 2 a
4] 10 10 =
11 1 i1
17 12 ig
1d 1.4
14 14 S 14
15 15 15
Group 3 R Group 4 Groug 5
leom Mo. ldentification fcom Mo, Identification feom Mo, ldentification
i 1 1
o 2 2
3 a a
|_d i 4
5 5 ]
L T G &
T ¥ T
] & B
g 9 ]
10 10 10
11 111 11
12 ig 12
13 13 13
14 14 14
15 15 15

Group Call Uatrioion Foms 283



Group Call Distribution Forms

Call Distribution Groups Line/Line Pool Assignments

|

Group O Group 1 Group 2
- Line ar Line Poaol Ho. Line or Line Paol Ho. Line or Line Pool Ho.
1 1 1
o 2 iy
|3 3 3
i 4 4
5 =] h
| & ] B
7 7 7
E L] B
g g 9 u
1] 10 10
11 11 11
12 12 12
13 13 13
14 14 14
15 15 15
16 16 16
1T 17 17
| 18 13 1B ]
14 14 19
| 20 20 20
21 1 21
| 22 22 2e
23 23 23
24 24 24
25 25 e |
| 26 26 ]
27 27 a7
2B 28 23
28 28 ]
iy an 30
31 a1 3
3z 32 a2

Group Call Digiribution Forms 2-85




Group Call Distribution Forms

Call Distribution Groups Line/Line Pool Assignments (Continued)

Group 3 Group d Group &
Line ar Line Faol Ho, Line or Line Pool Mo, N Line or Line Pool No.,
i 1 1
2 2 2
] 3 4 -
4 | 4 4
) i) 5
g £ | &
7 7 .
B & -]
| 9 -~ i o9
10 10 10
11 11 B 11
13 12 12
15 - 13 13
14 14 14
15 15 15 R
16 16 16
17 17 17
13 18 15 .
|20 - 20 20
21 21 21
22 22 22 o ]
23 23 23
24 24 R 24
25 25 25
|26 26 26
£r av 27
2E 24 28
24 a ) 29 ]
30 ad 30
I a a1
3z ] az

2-86 Group Call Cwstrioulion Forms




System Speed Dial Form

Dikal
Code

Telephone Number

Hame

G

HEi

#i2

X

#Ed

[I:5

k)]

NET

LLEey]

¥70

#71

#72

#7323

L)

475

Ll

#78

#7d

#30

HE1

#i

#03

a4

[=F

#EG

LI

#EB

= H]

#0400

LE

#o2

¥33

LFEE

KOS

#05

a7

FoE

| #99

Sypeipm Speed el Form
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Automatic Route Selection Worksheet

Musriber of exchanges in your calling area

Line Poal
Mumber

Ling Type

Type of -

Dialing

Mumber of Area Codes or Exchanges
for which Line Pool is Used

T = Toll. L = Local

Diedau® liree pool tor 1oli calls:

Digfaull line pool lor lozal eals:

Aufomatic Roule Selection Worksheet  2-B0




Eorm for Automatic Route Selection Table O

Total numbar o 6-dig lakles:

Is this & B-digit takle? ¥ N

Area Code/Exchanges
#6000 ___ ?Eﬁm  #e00E fﬁr:m _ ':iﬁqu-i —
#6005 t::m B yoooe 8009 —
#6010 1 webiz . des . #E04
FEOS FEEHE — FeT !Eﬂ'}lﬂ S FE19
jeoop _ §e01 . etez__ 023 MEDR4
je02s . #e02s__  He0ZT__ B0 46028 .
Jsoao__  We03 __  #603Z__ #8033 48034
yeoss__  #EO3___  #G03T__  pE038__ HEOSE
#6040 yeoa FEDAZ _ #EDA3 #5044
#8045 ___ rauqs _ #BpAT__ @e0B__  4B0SS
I #8052 Itsa:rf.a i
#6055 FE0S6__  #B0ST__  fE0SE_  W#eDS
§S060__  fBOSI #6062 ___ #6083 __ 4604
FEOES 'rsuss — ipEuE? S !5::5.&. S Fan:_ms -
gOTO_ geam . kegrz . #8073 HeOm
JEOSD__ f8081 _  #E0E2 #6083 #80sd___
woss__ Beoss__  weosr__  Weoss__  W0sR__
pe0a0__ 09T #E0B2__ 6093 604
goos _ pse e eSS e

Pool Cher Digils Abgorb

Ecerm dor Avtamatic Bowe Selection Table 0 2-81



Form for Automatic Route Selection Table 1

Is ihes & B-digit table? % M

Area Code/Exchanges
go100 'me —  ¥E0Z_ WE03__ peina
05 Fajm WP W08 as105
gt ?51_11 . #EMZ . #EN3 __ gEns
JENS . geME __  #SIT . eEME . wete __
L — B2t . #etz 6125 __ 124
Wetes Een"as 2 _rm.?a- e
$6130 Ii'E131 . #SHI2___ #E1E3 . gB134
8135 WIS 4 eswme . 4e18 =
?i'-Ei1l1'31 - ii'EHE — FE142 #14 BT
' 6145 'FfE-HE _ G147 #5148 ijﬁus -
150 —  PEIST . #6152 #E13_ dE1S4

WE155 . #EISE __  de1ST ___  #E1S8 #6159
¥EIB0 _ #B1B1 _ #B1ET #6163 #6184
IS #ISE_ #EIST __ WEISE __  detED
FEITO MBI #eNTE W deim
#617s :rm?ﬁ _— e mve #E1Tm
WEVSO __ #G1E1 . B2 #ewE3__ me1es
#6185 Ermaa — W7 geEs__ !;'31&9 _
#6190 :EE!Q‘: — WE92___ B3 #6194
i cp— 196 ge1e :E!'*E' - 'E_m -

Pool Other Digits

#710

1)

|

me__

I

i

15

282 Farm for Autometic Aoute Selaction Tabis 1



Form for Automatic Route Selection Table 2

.

|5 this a &-digit 1able? ¥ N

Area Code/Exchanges

#5200 'Pazm __ gmm02___ ye03___ #ER04
#6205 '!aeuﬁ N L —
#5210 ___ [ LTy f— 212 ?ﬁam — Fo214
§825 irn_aeus _ ge2T__ gEHE__ E29__
G220 geen__  dexm_ e #mne__
#E225 TR |+ - lﬁaea — e
jggan___  #es __ MGaz___  #6Ead__ 46234 -
¥5235 Fhszaa ey __ pﬁzss e ___
#ezd0_ geR4 . WERAZ___ we24a . dERad
go2is e #8247 gezan__ fEeaE ___
PE250 :F~5251 _ gmms2__ HeRS3_ §B254
geess . #EEsE__ #6257 fE2sE #6259 ___
L §6260 __ '!pa;zm __ Memsz_ #Ee3__.  deEei___
NEEES #6255 NEEEF Fe26d WE2ED
#6270 !FEETI- — W&z __ I’ﬁzﬁ _— e
pEITE !iﬁ.'r‘.'?E — ¥EETT #ETE [ Loy —
jezan___ gEea\__  WEms2_  #62e3_  #E2BA__
#G285 __  §62BG___  ME2ET __  #628B . HEEES
#EZS0 7;5251 _ #smop__ ¥e293__ #E29a
8295 Lﬁgsa . geawT__ el pE299___
Paol Othar Digils Abgorh
prao__
_
i
yrei
[ —

Forrm lor Aulomatic Foute Selection Table 2 2-83



Form for Automatic Route Selection Table 3

Iz this a B-digit table™ % M

Aren Code/Exchanges

#5300 MBI d32__ #ENI__ B4
poses__ o — e Yoo
Ao gL — 2 ?’Eﬁ& — eI
yeas T WEIe __ #6315 ___
%Eﬂzn _ 'ta:m o raa_za - g1!1513!24 —
#Eaes BaZT . #G328__  WE3X___
#6330 Fam — esiz_ geSsi_ geSs -
#6335 pEIIS__ WB337 ___ #B33E___ #6333
WS40 fEMMI #6342 #3463
#6345 MSME___ #6347 . #BBE__ #6349
,rsa'sn ., i‘nﬂ-ﬂ — e __ FE3s:__ pe3sa_
L — fﬁi!,:ﬁﬁ _ ?‘Eﬂb? —_ #B3sE___ #523&-@ _
B350 6361 B RS WeMs

il ol el ol v
¥ BT _ #EITE #8373 e
#6375 ___ f_ﬂd?ﬂ . 'grﬁs?? _ #sITE___ ,rﬁara _
6380 ___ ‘|IE:';|.E1 — ?HEEEE eI e
ge3Es__ #E386 p‘fﬂ-ﬂ? — #8EE_ #ema___
j0390__  ge3s . geI__ 630 rpsaae. S
feass . feme__ E.g? —  fesE__ Eisa .

Poal Other Digits Absorb

a731 b?‘a.t__

me__ 2

TR K-

T3 S

#ras —

2-fd  Form for Aulomatic Bouwle Selection Takbie 3



EForm for Automatic Route Selection Table 4

FEA00

P

FEAT0

{8 T—

#B420

#8425

#6430

fEads

FEsal

Foaas

#5450

¥E455

WE4ED

#E465

#6470 .

o = R—

#E85

FE430

oS = —

Pool

Is this @ G=digit 1abla?

N

Area Code/Exchanges

WE402
B AsaT
etz
Ba6 _ #SATT __
s ez
6426 poizr —
s
R
Weam . dosz__
goads__ BT
Iﬂr'sqm _ #gase
BE____ #5457
ﬁm _ #eas2
bisdss . #eser
Lﬁdﬂ _ amare
rﬁ-‘l?ﬁ FEATT
FHE1 ¥G4E2
rm-s_ #B4ET
weast ___ #B4sE
EHE B -
Ofther Digits

Wes03 __ o404
: 13 -;l'E;H
AT ;lﬁd;m —
e — s
im_.zs . 'rm_za S
Emas posas
#6408 #seIn___
G453 #sdaa__
Jeas__ WBHI
We4s3 ___ :11'5454

F‘HE_

=

Fanm ler Aubomehs Aouta Salection Tabla 4

2-85



Form for Automatic Route Selection Table 5

I% this & Gigil lakte? % N

Arpa Code/Exchanges

#8500 JESON ___ #B502 ___ #6503 #6504
#E505 ___ L ;rﬁﬁ_ca_ Frssns —
aEEHZI - I!.I|EE1E - }&513 - ?EEM —_—
;16515 - I!fﬁaw R ?5515 — ’Fﬁﬁm —
iﬂEE-E-L'I - ;ﬂEE.EE - Eﬁﬁ.ﬂﬂ - rEE.-Ed -
#B525 #6527 . 6528 WBSES
#5530 desse #6503 -Eitsasq _— )
#E535 FEET l.iE!';;EIE _ wes3s___
6540 #esiz #6543 ;#-55-1-1_
Wesas besar _ geseR_ I:msqs- o
Llsa ,:1'5552 . #ess3___ ;#5554 -
sosss yosse . pessT__ posse___ Egsssg _
WESED Ijﬁs_r:i‘. R FESSE #8563 FESE4
#6555 geses —  fessT__ geses__ Wesss__
#EST0 _ @eSTI __ #eSTE 6573 ___ 574
WEETS -I,ism —  #8sTT :j'&m — WEET
#ESE0 'IFEEEH I #8592 5#55513 - Iﬂﬂq‘ﬂd -
#5543 %E.E-E:E - !I'EEE? o .I'EE-BE _ rﬁﬁas _
¥B590 Weso1 __ #eSo2_ eSus_ Wesos_
#6505 iﬁ;s SV feSsE_ esoo_

Foaol Other Digits Abgaork

i e

e Bl___

50 ;?FIJL

753 inaa_

754 75—

F755__ Er’—

2.-88 Foem lor Auviomatic Rowle Selecilion Takble S5



Form for Automatic Route Selection Table 6

Is this a G-digil taple? Y N

Aran Code/Exchangas
besoo 'fﬁl;:n _ meEDR___  #8803___  WEED4
o505 Weeo__  WeSOT __  Wesde_  WEEDI
jes0 __ geE wos12 i.'E'E.m . geaw
¥EE1S rsﬁlm. _ geE __ 1B dEEe
sesz0__ geezn . #es22__ ,ﬂﬂ-.‘.."l_ ¥osza_
#6625 Eaa:a__ geboT ___  WBEB___ 620
iesa0_ WeeW __  wess2__ gessa_ #BEMA i
§EEIE ;E‘nﬁﬁﬁ . #ead esa_ BEI__
FEGA0___  WEesl __  WE6IZ__ [ilfrE-‘B e
gosis__  WessE___  deB__  WesdE__  WemiS__
jeeso__  WeBSI __  #Basz_  #GRS3__ WEASA_
FEESS :E'EEEE _ gessT__ #eesB___ BB
soes0__  Wess1 . dessz__  WeeE3__ lgsgee
'frsss-s _ 4BEET___  WGGGE__ Lﬁﬁug .
gEGT . MeET2 . #EETI . HEETY
wems _ dee . MesT__ WBET
?ﬂs_u _ deeaz__ ?‘5553 e E!EEE-‘- —
geses __  weesr__  fesss . deeay__
yesat domor___  WOSII . peSs
R
Crther Diglts Absord

Farm lor Automatic Foute Selection Table 6 387



Form for Automatic Route Selection Table 7

s inis 8 6-digit table? % MW

Arcn Code/Exchanges

L — gemol #6702 #ET03 . @ETD4
}'ﬁmﬁ . BME ;iﬁ?ﬂ? . J'E?I:I-EI o Erﬂma —
BT gem __ #smz___ dema __ #Ema
. : . i i
yars e g yew__ o
#5700 Wor21 __ #eTe2 . MeTed T4
WET2S rFE?EE- _ #sTET ___ Wema . wamen
#6730 ___ _k.m _ #Em2___ #emI__ feTd >
#6735 ___ ;ﬁ_?aa — g e
0 FER #oraz M3 fE7a4q
:rIEiTﬂﬁ — Fﬁﬂﬁ W gEmE e __
VTS0 __ fEISI . MEIS2 . HETSI__ #E7Se
Ae755 'Jlgrsr&a _ WeTST . deTss__ eSS
sl ol sl sl e
§6765 fﬁss . WETET . #ETEE __  EETSB
FETT0 ?a‘m —  #ETR___ #ETA___ HeTR
1ETTS BITE ___ #ETIT . 4T . HETTH ___
$em80 Fsi'm o _-:maz _ semEi_ geme
§6T35 BTG #GTET __ #ETES . deTEY __
aema0 __ 1 ;lﬂ?EE — e WETH4
45795 fET6 . W dEMe . eme

Pocl Crther Diglta Abszarb

_ m_

4 m—

e m_

e T

s s

2-08 Forrn lar Agtomate Roule Selechon Table 7



Form for ARS Default and Special Number Tables

FORM FOR TABLE &
DEFAULT TOLL TABLE

Paol Other Diglts

FORM FOR TABLE $:
DEFALULT LOCAL TABLE

Poad Other Diglts Abgorb

Jran 180

L’m e
Wz
Lma_

FORM FOR SPECIAL
NUMBERS TABLE

(411, 511, §11, 60O, $00, O)

Poal Oner Digits Abzorb

9 ip_uu 0

Foerr for ARS Defauh and Special Number Tabées  2-#



SEP 23 ‘T3 19:38 ViE Fa™

Elexible Numbering Form

———
[_ - ) ]l_ I Cref e
1 Detau Delault Group Call
Defaull Flexibie | Delault Froxigie || Line Fiexibie | Paging Flaxlble | Distributlon | Flexible
Line Ho. |Ho. | Line No. | Ne. || Poal Ne. | Me. [ Group No. o, Group Mo | Ho.
i 828 | 1% b BEA L AT ]
802 B30 _ CEL] ap2 ary 1
| 803 g1 B LD I IO - B ar2 k
g04 83z . Bez [ | N - DR E— 873 S
| 805 gaa | i 488 BT4
BOE Bl L ned Ba6 gvs
BO7 | 835 o omes | ag’ i
OB 836 | 888 | . T -
BO9 SRR 1 AN NS | B . . | |
s1e | 838 [ T T N | I
11 _ 839 __—h B N |
B12 BaD | || . 1 i I
#13 g41 | |.| B I N | A— N
814 T T "__ S U R S | I A
15 . B43 ) ] L
Bl | Bas ! | |
g7 4% I | - . SR N
AL B48 | I s i
| 818 g47 _I_.____ .ri N - .
/20 4 848 I B ____'__“_ i L
i B21 ' 848 |
| sz 850 B . |
323 251 | _ “_ [ P |
824 852 o ~ )
D 853 - i - | SN S —
826 BS4 . - . | e
e oss_ | | J _________ I R NN
__Bea | BEE I . RN I — {__ |

oy oRENgE TIEEE rnipars and e Data Hurd e T Dt Fust Brouws nombers SRAarge A0 Dyt wih an | oreaeding Yrias
PILFNOETS:

pastm: Apenl sibls ar the MEBLIM I Call Mfanmgement &psle (OS] ard EE5ANeD nUmSers T30 (hegugh TR Ty ot

Fleable Mumbgnng Farm 2-100



=

Lo

F!g_:ihle Numbering Form

Station | Defaull Irvig ﬂ Station | Defoult init ! Statian Cialault Inil
Jack Intercom | SP LI:IIE:II:II:IHF Jack Imtarcam | SP [Flexikls| Jack Intgreom | SP Flexible|
He | Ne. He. O, - Mo, Ho. | Ho. [Na. M. . he. Me. Mo, |
1 {0 vowe | 4 w1 | a0 a0 | g1 | 700 [7vmeg | |
2 __ 11 7011 q 32 L 4 LFew | g2 | 7o L) !
a__ 12 7012 33 42 | fnam | §3_ | 702 7703 i
4 | 13| 7013 34 a1 | 7043 64 | 708 | 7703 |
I __ 14 7014 35 4 Th44 65 T4 | 7704 |
& 15 7015 a8 45 7045 &6 705 | 7705 |
|7 16 Tt a7 4B mnﬁ_;__ . 67 L] 7706
8 - ¥ L . kL L L A B8 Ta7 L L
g 18 7018 3% | 48 | 7o4g &8 o8 7ros | |
10 1% 7018 40 48 | 7049 ™| 708 | 7roe | |
11 20 | 7020 41 50| 7050 71 . 1o | ma
i__12 21 To21 42 1 5 7051 2 m i) N I
1d 22 To2 [ 4 | s2 | o8 73 712 7712 .
14 23 7023 44 5 | 7053 | T4 _T13 T
|16 24 Toza | 45 | B4 7054 U | 7a | mia
16 45 7025 . 46 | 55 | 70ss [ o@ms mis
17| .28 | 7026 | 47 | 56 _ | 7nse _ I T . 7718
18 27 | 7027 48 | &7 | 7087 T omr | ang ]
| _1% 28 | 7ous a9 58 TOSE | | 7% 718 Fral:
20 29 _{Fo28 | NS0 . 58 | 70s9 | B T9. | T8 |
o a0 7030 A5 | ko 7060 - I B1 720 7720 3
22 Al 7gat s2 | e | Toet | | a2 721 T2t
23 32 7032 ‘q 53 62 ToE2 | - S B - S L .
24 33 (o33 | | sa | &3 _ | 7os3 | B4 | 723 | 7723 L
| 28 . 34 | 7004 55 Bt T0B4 85 _! 724 7724 i
26 | ag 7035 | 56 B 7085 B6 | 725 | 7ras N
27 36 | 709 ST | es | 7oes 87 26 | 7ras | |
28 a7 To3F 5B &7 TO57 | BB _ Tev TTEY :
29 | as 7038 | 589 | 6@ 75 ~ L
L 30 s | Toag B0 &t JToes o L .
2-1
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Section 3: Administering the System

Overview 31
The Difference Between Administration

and Programming 31

How to Use This Section of the Manual 3-2

Step 1: Gather the Planning Forms and Label the Buttons 33
Planming, Forms 33
Administrator/ Attendant Conscle Butten Labels 33
Step 2: Learn About the System Components 35
The Control Unit and Expansion Units 35
The Administrator] Attendant Console 37
34-Button Console for Large Systems 3-8
Other Consoles 38
Using the Display during Administration 315
Optional Equipment 317
Step 3: Perform Basic Administration 318
Choaose a Time to Administer Your System 318
If You Make Basic Changes to an Administered System 320
Sat Basic Operating Conditions far Your System 3-21
Sel Operating Conditions tor Selected Analog
Voice Terminals 324
ldentify Line Jacks for Optional Equipment 3-27
Label Line and/or Line Paol Buttons 3-29
Assign Lines in Square Systems 3-28

Assign Line Pocls and Lines in Paoled Systems 333



Basic Telephones Connected to Telephone
Interface Devices

Step 4: Customize with Optional Systemwide Features 341
Assign Call Restrictions to Voice Terminals 347
Administer Automatic Route Selection (ARS) 34
Assign Voice Terminals to Groups for Group Page 352
Set Up Group Call Distribution 353
Set the System for One-Touch Call Handling 355
Establish Enhanced Night Service 358
Administer Systemn Speed Dial Codes 364
Administer Call Repurt Options 36T
Set the Return Interval for Translerred Calls 369
Specify Ringing-on-Transfer 370
Step 5: Program Voice Terminals for Office Priorities 372
Features that Can Affect Calling Patterns Tz
Forms and Labels 372
Use Centralized Programming 372
Assign Ringing Oplions for Line Buttons 376G
Agsipn Cover Buttons 37
Aszipn Line Pickup Buttons 377
Assign an Automatic Line Selection Sequence 3-78
Step 6: Administer Basic Telephones 279
Bazic Telephones Connected to a Basic
Telephone Medule 74




Overview

THE DIFFERENCE
BETWEEN
ADMIMISTRATION AND
PROGRAMMING

HOW TO USE THIS
SECTION OF THE MANUAL

The advanced technulogy of the MERLIN ® 11 Communications System
allows you to customize the system to meet your particular business
communication needs, As system administrator, you'll probably be
responsible for establishing the basic operating conditions of your MERLIN II
system right after installation, This includes such essential steps as setting the
system size and assigning lines to voice terminals,

You can set up optional systemwide features such as Call Restriction, Group
Page, and Automatic Route Selection during your first adminisiration session.
Or, if you prefer, you can add them later, according to your business
pricrities. And U your needs change over time, you can easily alter your
MERLIN I1 system to mee! your new COMMUnication requirements.

Becauss the effects of system administration are wide-ranging, only you or
someone you delegate should perform administration procedures. 1t's
important to understand the difference between the changes you make o the
systemn when you administer it and changes that people make to their own
voice terminals when they program them.

« The term administer as used in this manual refers to the act of setting
up options and features that have systemwide impact or that provide
telephone security. This includes such actions as creating line pools and
restricting the dialing area of selected voice terminals. You use the
administrator/attendant consale (the voice terminal that has intercom
number 10) to administer your system. To perform administration, you
put the system in a special state of operation called administration
mode.

s The term program refers to assigning optienal features to an individual
voice terminal. Anyone can put a voice serminal in programeming mode
and assign features to it. Programmable features don't affect the
system as a whole or involve calling restrictions.

How you use this section of the manual depends on the type of system you
have. If you're administering a newly installed system, follow the sheps
under "Setting Up a New System.” If you're administering an existing
system, follow the steps under *Making Changes to a Svstern.”

Setting Up a New Sysiem
Read the following if your system is newly installed:

1 Follow the instructions in *Step 1: Gather the Flanning Forms and Label
the Buttons.” This involves collecting the forms that you filled out in
Section 2, *Flanning the System,” and labeling the buttons on the
administrator/attendant console.

2 Read through “Step 2: Learn About the System Components,* to
familiarize yoursell with the MERLIN I equipment.

3 Read the introductory materdal in "Step 3: Perform Basic Administration.”
Then perform the procedures required for your system.,

4 Get vour completed planning forms and review the system eptions you
selected. Turn to “Step 4: Customize with Optional Systemwide
Features,” and perform the appropriate procedures.
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If you want to assign features to individual veice terminals, get your .
completed Voice Terminal Configuration Forms and review the features

you selected, Turn 10 "Step 5: Program Voice Terminals for Office

Pricrities,” and complete the appropriate procedures.

If your system has basic telephones, turn to "Step 6: Administer Basic
Telephones, " and follow the instructions.

Mzking Changes 1o a System
Read the following if you need to change an administered system:

1

Locate the completed forms for the system settings or features you plan to
change.

If you aren’t familiar with the MERLIN II system, read "Step 2: Learn
About the System Components.”

Eead "If You Make Basic Changes to an Administered System” in "Step 3;
Perform Basic Administration.” -

Eecord the changes you plan to make on the appropriate forms.

If you meed just the steps for changing settings or features, find the
appropriate procedures in *Quick Reference Guide to System
Admindstration,” found in Section 7, "Quick Reference Guides.® IF you
want complete descriptions and detailed instructions, turn to the
appropriate entries in this section of the manual or ia Section 6,
"Reference.”




Step 1: Gather the Planning Forms and Label the Button:

PLANKING FORMS

ADMINISTRATOR!
ATTEMDANT CONSOLE
BUTTOMN LABELS

When you ardered your BMERLIN Il system, you may have received a
MERLIN 11 Flanning Guide. 1t containg the forms listed below.

s Master Flanning Form

#+ System Configuration Form

s Vaice Terminal Configuration Forms

& Enhanced Night Service Forms

« Call Restrictions and Allowed Lists Forms

s Croup Fage Form

« Group Call Distribution Forms

s System Speed Dial Form

s Forms for Automatic Route Selection Tables

You use the completed forms to set up your MERLIM 1l system for the first
time and to make changes to your system. If you haven'l filled out the forms
that apply to your system, do so now. Section 2, *Planning the System,”
contains copies of the forms and instructions for completing them.

Keep the completed forms handy. vou'll refer to them when you perform
mast adminlstration procedures.

Your administrator/attendant consale, the voice terminal at intercom number
10, came with a sheet of labels for recording telephone numbers and features
assigned 1o buttons. Before you begin administering your system, you need
to label the buttons on your consale.

If you haven't already done so, get the Voice Terminal Configuration Form
for your administrator/attendant comsole. 1t shows what telephene number or
feature, if any, should be assigned to each Button on the console.

The bottorn two buttons in the leftmost column of buttons on the
administrator/attendant consale have different functions when the console is
in the administration mode. Therefore, you need to make two entries on the
labels for fhose butions, as shown in Figure 31, unless you have a display
console, Becausy the display console has an overlay showing the buttons’
functions when the system is in the administration mode, you don't need to
record administration functions on the butten labels for that console.

Label the bottom button in the leftmost column above the dial pad
*Intercom-Ring.” That is the button’s function m regular call-handling maode.
Cin the same label, below "Intercom-Ring, " write "Adm Tel,” the function the
button takes on when the console is in the administration mode, You may
want to record "Adm Tel* in a different color from *Intercom-Ring."
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Label the button above Intercom-Ring “Intercom-VYaoice.” That is the button’s
function in regular call-handling mode. On the same label, write *Adm Pool,*
the function the button takes on when the console is in the administration
mode. You may want to record *Adm Pool” in a different color from
*lntercom-Yaoice.”

FIGURE 3-1 Consale buttons labeled for administration and call handling.

Intercam = Vaics
Adm Peocol
i

S i

Intercam = Ring —
Adm Tal

i

Meow you're ready to label the other line buttons that you'll use 1o administer
your system, Consulting the Voice Terminal Configuration Form, copy the
telephene pumbers or names of your outside lines onto the appropriate
butten labels.
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Step 2: Learn About the System Components

The three basic components of the MERLIN 11 system are the control unit, the
administrator/attendant console, and the individual voice terminals. Your
system may also include optional equipment that increases its capabilities.
Before you administer your system, learn about your system components by
reading the following information.

THE CONTROL UNIT Your control unit consists of either a basic unit or a basic unit plus an
expansion wnit. The expansion unit provides extra power and additional
conmections for lines and equipment. See Figure 3-2,

The basic unit has slats for a Power Supply Module and a Processor Module,
These modules supply power and direct system operation. The basic unit alse
has slots for up to five ather modules that provide jack connections for
telephone lines, voice terminals, and other equipment. The expansion umnit
has slots for a Power Supply Module and up to six other modules that
provide additional jack connections.

Your MERLIN 1l system may include up to 32 outside lines and as many as 72
connections for voice terminals or other equipment, depending on the
combination of modules installed.

FIGURE 3-2 A typlcal MERLIN Il system cantrol wnit.
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Types of Modules .
Each MERLIN II system module is encased In a plastic housing that is labeled

ta identify the module type. Each jack is accessed through a cutcut in the
front of the housing.

The fallowing modules are used in the MERLIN 1 system:

Power Supply Module A Power Supply Module always ocoupies the
leftmaost slot on the basic unit and the leftmost slat in the expansion unit, i
you have one. It supplies power to the other modules in the wnit. There is
an onloff switch at the bottom of the module. When the power is on, a green
light glows next to the switch,

If you have a power supply module for an expansion unit, keep this is mind:

» Tumn the power switch on 2t the power supply moedule in the
expansion unit befare you turn the power switch on at the power
supply module in the basic unit. -

e Turn the power switch off at the power supply module in the
expansion unit affer you turn the power switch off at the power supply
midule in the basic wnit.

If your system has many optional accessories, you may need to plug an
auxiliary powes supply inla the power supply module.

Processor Modwle The processor module always occupies the second slot
{slot 0) in the basic unil (lhere i5 no processor module in the expansion unit),
This module contains the microprocessor that controls the system’s programs
and features.

This module has;

» A jack for an optional 1200-baud serial printer. The printer is used for
the Call Report feature and for system repaorts.

» A connector for the oprional Diagnostic Module, which tests and
isnlates module problems.

s A red waming light, which goes on when a problem occurs in the
system, The light goes on brieflly when the systemn’s power is turned
on and during some administration procedures.

Circuit Pack Modules Circuit P'ack Modules can occupy slots 1 through 3 in
the basic unil and slots & through 11 in the expansion unit, The circuit pack
modules are interchangeable during installation, with one exception: the
module in glot 1 in the basic unit must be 2 4-Line/8-Analog Yoice Terminal
{408) Module or an 8-Analog Voice Terminal (03} Module. Modules for
digital stations or basic telephones can't oocwpy slot 1 in the basic unit.

MOTE: The term "station” refers to the endpoint of any connection
within the MERLIM II system. This includes a voice terminal, a
General Murpose Adapter (GFA), @ modem, & data terminal, or a
personal computer.
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ATTEMDANT CONSOLE

The various types of circuit pack modules are listed below.

s 4-Line/8-Analog Voice Terminal (208) Module has jacks for four
outside lines and eight analog voice terminals or other stations. This
madule, which usually occupies the first circuit pack slot in the basic
unit, also has an awdliary line jack. This jack provides the connection
for the PET (Power Failure Telephone), a standard modular telephone
to which service is switched automatically if a power outage occurs.

s S-Analog Voice Terminal (008) Module has jacks for eight analog
stations,

» &Digital Station (008D) Moedule has jacks for eight digital stations.
e L.Line (400) Module has jacks for four outside Lines and one PFT jack.
« B-Line (300) Module has jacks for eight outside lines and two PFT jacks.

+ 12-Basic Telephone {012) Module (With Touch-Tone Receiver) has
jacks for twelve basic telephones with Touch-Tone Receiver capabiljty.

Your system may have any combination of circuit pack modules, depending
on the number of lines and stations you have and the types of equipment
your MERLIN 11 system supporls.

When your system was installed, the installer should have placed jack labels
on each circuit pack module. These labels identify station jacks by station
number (0 through 79, 800, and 801} and line jacks by line number (01
through 32}

Module Placement

As mentioned previously, the power supply module and the processor
module have slots reserved for them in the basic unit. Slot 1in the basic unit
must contain & 4-line/B-analog voice terminal madule or an B-analog voice
terminal module, Other dreuit pack medules are installed in the nexlt
available slots, stacling from the left. If your control unit has any empty slots,
an empty module in the rightmost slot, supplied with the system, supports
the cover.

Circuit pack modules can be mnstalled in any order. Different types of circuit
modules aren’t interchangeable, however, once the system s runnifig. When
you perform basic administration procedures, the system identifies the
location of each module type and assigns lines and intercom numbers
accordingly. As a result, replacing a module with one of a different type may
require readministration of your entire system.

The administrator/attendant console is the voice terminal at intercom
number 10, The console has two functions:

It serves as the administrafor consple when you put it into administration
mode. In this mode, you use the console to establish the basic
operating conditions for your system and to set up oplional
systemwide features and call restrictions. You can also assign features
tor individual voice terminals from the consale,

e It serves as your primary atfendant console for day-to-day call handling.
You can put the attendant console into programming mode to program
features vnlw it for the attendant’s use.
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A-BUTTON CONSOLE
FOR LARGE SYSTEMS

OTHER COMNSOLES

As part of basic administration, you identify your system as small or large.
This action determines what lines and features your system automatically
assigns to your administrater/attendant console.

There are four types of administrator/attendant consoles. They are:

# Console for Small Systems. A 3-button deluxe voice terminal wsed
with systems administered for B or fewer lines and 20 or fewer voice
terminals (Figure 3-3).

¢ Console for Large Systems. A 34-butlon deluxe voice terminal used
with systems adminizstered for more than B lines or more than 20 voice
terminals (Figure 3-4).

e Console with Attendant Intercom Selector. A 3-button deluxe voice
terminal with an attached Attendant Intercom Selector (Figure 3-5).

s Display Console. A MERLIN II system display console (Figure 3-6).

Get the Voice Terminal Configuration Form for your administrator/ attendant
console (intercom number 10). Check to see that the type of
administrator/attendant console you're using is recorded correctly on that
form and on the Systemn Configuration Form. Get the Master Planning Form
as well, If you have a 3-button console for small systems, a console with
Attendant Intercom Selector, or 2 display console, you refer to these forms to
label each Autoe Intercom button that appears on your console when the
syslem s in administration mode.

The 34-button console for large systems doesn’t have Auto Intercom buttons

for voice terminals while in administration mode. With this console, you use
the dial pad rather than an Auto Intercom button to specify a particular voice
terminal during system adminstration.

If you have an M-button consale for large systems, look at Figure 34, then go
on 4o "Optional Equipment.”

The 3-button console for small systems, the console with Attendant
Intercom Selector, and the display console have Aute Intercom buttons
assigned automatically by the system. If vou have a consele with an
Attendant Intercom Selector or a display console, you may use Shift buttons
alang with your Aute Intercom buttons.

Using Aute Intercom Buttons in Administration Mode

Each voice terminal in your system has a unigue intercom number. These
intercom numbers are automatically assigned to Auto Intercom buttons on all
consoles except the 34-button console for large systems. The lights next to
each Auto Intercom button indicate the status of the voice terminal,

Auto Intercom butlons carrespond to station jack connections on modules in
the control unit. Usually, one station jack is used for each voice terminal, and
the Auto Intercom bulton represents the voice terminal connected to that
station jack.
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In some cases, however, two station jacks may be used for a single voice
terminal. The second jack is used to give the voice terminal access ta the
Voice Announcement to Busy Voice Terminal feature or the Simultaneous
Voice and Data feature,

Your Master Planning Form shows which voice terminals, if any, have two
station jacks and thus two intercom numbers. Remember that people can use
enly the first (lower) intercem number te place calls to that voice terminal,

Labeling Auto Intercom Buttons

Refer to the Station Jacks side of the Master Planning Form, which shows the
intercom number assigned to each voice terminal in your system. Copy the
name, location, or special purpose of each Auto [mtercom button anto the
appropriate spaces on the button labels provided for your
administrator/attendant consaole,

If you have a display console, intercom numbers aren’t preprinted on the
button labels. Refer to figure 3-6 for the correct numbers, Keep in mind that,
if you have more than 40 voice terminals in your system, soms labels will
have two entries. Write the lower intercom number on the top half of the
button label and the higher intercom number on the bottom half.

Using Shift Buttons

Consoles with Attendant Intercom Selectors and display consoles have Shift
buttons that let vou administer as many as 72 stations using just the 30 or 40
Auto Intercom buttons provided.

Console with Attendant Intercom Selector  The Attendant Intercom
Selector has three Shift buttons and 30 Auto Intercom buttons. When you
touch ene of the Shift buttons, you change the intercom numbers assigned to
the Auto Intercom buttons, as follows:

EBuHon Position Label Selecis Iptercom Numbers
Left 10:20-30 | 10 through 39 {blue band)
Cenles 40:50-60 | 40 through 69 (white band)
Right F0-80 70 through 79, 800, 801 (gray band)

To specify a particular voice terminal, you must have your conscle in the
band {blue, white, or gray) that includes that voice terminal’s intercom
number. If you don't, you must touch the appropriate Shift button belore
touching the Auta Intercom button.

For example, if you want to assign lines to the voice terminal represented by
intercom number 41, touch the center Shift button. The light next to that
Shift button comes on, and the Auto Intercom buttons now represent
intercom numbers 40 through 69, in the white band.
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Console with Display  Display consoles have two Shift butlons, Shift 1 and .
Shift 2. When you touch one of the Shift buttons, you change the intercom
numbers assigned to the Auto Intercom buttons, as follows:

Eullan Pasition Label Selects [Infercom Numbers

Left Shift 1 | 10 through 49
Right Shift 2 | 50 through 75, 800, 801

If you want to specify a particular voice terminal, the light must be on next to
the Shift button for the group (1 or 2) that contains that voice terminal s
intercom number. If it isn't, be sure to touch the approprate Shift button
before touching the Auto Intercom butten,

For example, if you want to assign lines to the voice terminal represented by
intercom nusmber 61, touch Shift 2, The light next to Shift 2 comes on, and the "=
Auto Intercom buttons now represent intercem numbers 50 through 79, 800,

and 801,

Figures 3-3 through 3-6 show the admindstrator/attendant console in
administration mode, Note that the Speaker, Recall, Message, and
Conference bultons serve different functions in administration mode than

they do during regular call-handling mode.

How you use the information that follows the figures depends on the type of

consale you have. .
s If vou have a 3-button conscle for small systems, look at Figure 3-3,
then go on to "Optional Equipment.*

o If you have a console with Attendant Intercom Selector, Jook at Figure
3.5, then go on to "Optional Equipment.”

o If you have a display consele, look at Figure 3-6, then read "Using the
Display During Administration.®
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FIEUFIE 2.9 A 34-button console for small aystems” In adminlstration mode.
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1 TP switch—set 1o P when performing sysiem
adminisiration,

2 adm Tel button—used when assgning lines 19
vesea larminals and assigning waice 1arminals
izl Access to Line Podls,

3  Adm Pool button—used when setiing up ling
poois.

4 Line buttons—used whaen assigning lines and
line Bools 10 voice termingls and adminisiering

cargin faatures, Butlons reprasent butions on
volce terminals during Gentralized Programming.

E Aute Intercom butlons (intercam numbers 10
1hrough 28)=—used 1o specity the piece of aquip-
mant, usually a voice terminal, connactad 10 1he
comasponding staticn jack a1 the contral wail.

*Eystems configured for B or fewer lings and 20 or fewer voite 1erminals

& Speaker button—uzed when selting lines 1o

identify a long distance call by toll prefix or ared
code only and when assigning cutward and 1ol
call restrictions.

T Aecall butlon—used when giving & voica lar-

minal the sarmi assighmeants 28 one thel has
alraady bain &drminisared.

& Message button—used when spacifying Touch-

Tone or rotary dizling, assigning allowed-lis call
rasirictions, and adminisiering othar syslam
opfions.

8 Conference button—=used 1o enlar administra-

tien mede and 1o assign lealuras o waice ler
minals from the consale (Centralizad
Programming)
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FIGURE 3-4 A 34-butlon console for large systems® in adminlstration mode,

4
|

~

pOle—sd pOs-wi] PO [ss-mg

O iu;-uul =1m] |Hl--li1!-| 0O ‘l_l-l-l-ihﬂ

O [s55-sa1d DDIm-m:] an

-.I}ﬂl ARE re= t b[l |1I-I-II:I14

1] ||.ul. _uml

pO[ =] PO [|se-s

—]

PO [ses—sozg

B0 [ses mnara

o | |
4= ]
bO|
o | |
L —

o[e== ] [7= Jo[e=] PO ]
| | 1

TiP swilch=se1 10 @ when performing syslem
Edministration,
Adm Tel butlan—used whean assigning lines b

voice tarminals and assigning woboe 1erminals
Dial Access 1o Line Pools.

Adm Pogl button—used when satliing up lina
paols
Line buttans—used when assigning lings &nd

ling pools to wolce lerminals and adminisienng
cartain feafures. Butlons rapraseni Bulons on

voice tarminals during Cantralized Programming.

Speaker buttan—used whan satting lines 10
idantily a long dislance call by toll prediz ar area
code only and when assigning oulward and toll
call rastrictions,

Recall bution—usaed when giving & vaicg (e
rinal ihe same assignmants as ana 1hal ks
already been adminisiered,

Messoge button—ysed when specilying Touch-
Tand af fotary dialing, sssigning allowsd-lis1 call
raslrictions, and administering sther system
oglions.

Conference button=yusad 10 enter administra-
fion made and 10 assian feptures b indivigual
woice terminals fram the adminisiratonatendent
console,

*Sysiems configured for more than 8 lines or more than 20 voice ferminals
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FIGURE 3-5 A console with Attendant Intercom Selacior in adminlstration mode.
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T/P swileh—sel i P when parfiorming system
adminisiralom.

Adm Tel bullon—used when assigning linas to
voeoe lerfminals and assigning voice terminals
Dial Access ta Ling Pools.

Adm Paal button—used when satting up fing
jpools

Line butlons—usad whan sseigning lines and
ling poals to weice tlerminals and adminisiering
certain features. Bultons represent bullons on
veloa lrminals during Ceantralized
Programrming.

Aule Intercom butiens (intercom numbars 10
{hrowgh T8, BOO, and g0fy—usad 13 spacify 1he
piece of equipmeant, uswally B voice terminal,
eannecied 10 the corresponding SIElan jack &t
{he control wil.

Butions in this column represent infercom
Aummbers 10 through 19, 40 through 49, or 70
through 79, gepending on which Shitt butten you
touch.

Byitons in 1his alumn représent interom
nurnhers $0 throwgh 29, 50 through 5%, or 800
and 801, depending on which Shift button you
touch.

Bultons in 1his colurmn reprasent inbencom
numoers 20 through 39 ar 60 through 63,
depending on which Shift bution you touch.

10

1

12

13

14

16

10 50 30 Shifl butten—usead 1o accass AU
Indarcom butions for intercam nembers 10
fhraugh 39

40 50 60 Shift butlon—used to actess Auls
[mercom bultons for intercom numbars &0
through &3

70 B0 90 Shift Button—used 10 aSCREs Aulz
Intercom builens for irarcom numbers T
through 72, BO0O, ard 801

Message Stalus button—not used duning
adrminisiration. Be sure the light next te 1he but-
fon remains off whike the consele is in admine
istration mode.

Speaker button—used whan setling lings 1o
identify & long distance call by el prefix or anea
code anly and when assigning outward and gl
call restriclions to woice 1Erminals.

Recall bullon—used when giving & woca tar-
minal the seme assignments as one that has
already been administered.

Message button—used when specilying Touth-
Tone of rotary dialing, assigning allowed-list call
rgsinctions, and adminisigring ohar Syslam
oplians,

Canlerence bullon—used o anter adminisira-
tion mode &0 [o assign features 10 voice L
minals from e consale (Ceniralized
Frograrmming).
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" FIGURE 36 A display console in administration mode.
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TIF switch—3&1 1o P when parforming system
adrministration

Adm Tel button—used when assigning fines 10
voice lerminals and assgning volce terminals
Dial Aceess o Line Pools.

Adm Pogl butten—used when satling up line
poals

Message button—used when specitying Touch-

Tone of ralary dialing, 2ssigning allowead-list call
resirictions, and admanisiering othar Sysiaem
oplions

Speaker button—used when satiing lines 10
identily & lang distanse call by boll prafix or area
code only and when assigning outward and 2l
call restrictions 19 voice lerminals,

Line buttons—used whan assigning lines and
fing peals L& voice terminals and admindstaning
certarnt fgatures, Buttons reprasent buttons an
woite larminals during Cemralized
Pragrarmming.

Display—providas feadback during adminisira-
tign, mcluging current modg and leaiurs and
“wail™ messages, and echoes what you dial

Editing buttans=—used, for cerain featwres, 1o
delete characiers shawn on the display and 10
enler informalben.

Auto Inlercom buttone [infercam numbers 10
threugh 78, 8O0, and BO1).

10

"

12

14

17

Builgas in this column repréasent Inlarcom
numbers 10 1krgegh 18 (Shift T buttén) and 50
through 5§ (Shifl 2 bartton),

Buttons in this calurnn represent intenzom
numbars 20 through 29 {Shitt 1 butlan) and &3
throwah 69 (Shitt 2 buton).

Buttons n this column represent intécam
aurtbers 30 through 3% (Shifl 1 butlan) and 70
through 7R (Shift 2 bulfon).

Butlons in this column represant inlercom
numbers 40 thraugh 4% (Shifl 1 buttan) and 800
end 801 (Shitt 2 bution),

Hecall button—usad when giving a volea 1er-
minal iha same assigamenis 23 one thel has
glraady baan administened.

Conference button—used when anlaring
adrniniglration moede and assigning ledures 13
voice lerminals from thea console (Cenbralized
Programming).

Send Massage and Message Stalus
buttans—ihase buttons aran't wsed during
adminiziration. Be sure the light nex) 10
Mezsage Stalus remains of[ while the console
i= in administralkon mods,

Shift buttons—used & access AUl Intercom
butions for inteream aumBars 10 thnough 45
(Shift 1) and for intercom numbars 50 through
75, BOO, and BOY (Shifk 2),
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USING THE DISPLAY The console's 2-line, 40-character display provides helpful feedback while
DURING ADMINISTRATION  you're administering your system. The display:

& Shows which administration mode you're in.

s Gives you a "wail® message if the entize system of an individual voice
terminal can't be administered.

s Shows which feature you're administering.

# Echoes what you dial and, where appropriate, prompts you 1o enter
additional information.

o For some features, lets you review and change what you've dialed
before you enter the information in the system.

Display Messages

Digplay messages appear at each stage of the administration process. The
table below shows what you might see on the display during 3 typical
administration procedure. Mote that & colon {:) fellews the display message
when you need to enter additional digits or characters to administer a feature.

e —

YWhen: The Display Shows:

You slide the TP switch 1o F. Program Mode 10
You touch Conference fwice. Adminisiration
You touch Message. Administer Misc:
You dial #203, the code for administering WAIT:System Busy
attendant positions, while someone is making

& call.

The person hangs up. which makes it possible | Answer Positions
for you to administer allendant positions,

You bouch the appropriate Auto Intercom i
button, then press #. Restart . ..
You bouch Message. Administer Wisc:
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Editing the Display ‘
For some administration procedures, you type strings of numbers, such as the

current date or 2 telephone number, When you dial the code for these

procedures, your conscle automatically enters editing mode.

You use the three rightmost buttens just below the display to change whal
you dialed, if necessary, then enter the information into your system. The
second line of the display identifies the three buttons: Backsp, Clear, and
Enter.

FIGURE 3-7 The Display Congale in Editing Mode.

M5 Emargancy #5: BREEEEDDD ]
Backsp Claar Entar
T
= = = =

] o O
&

|ﬁ
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1
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O]

] {[m)
O

;‘

Use the editing buttens as follows:

» If the information shown en the display is correct, touch Enter to send
it to the control unit.

¢ If the information isn’t correct, take one of these actions:

= Touch Backsp to erase incorrect characters, one at a time,
beginning with the last character. Then dial the correct characters
and touch Enter.

= If you need to redial your entire entry, touch Clear to erase it.
Then dial the entry again and touch Enter.
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OPTIONAL EQUIPMENT

For example,

When: The Display Shown:

You slide the TIF switch fa P Program Mode 10
You touch Conference twice, Administration
¥ou touch Message, Administer Misc:
vou dial #3105 fo add 2 new number (entry 5] to #3105
your list of Night Service emergency numbers. M5 Emergency #5:
Intending to enter the number 555-6000 you dial NS Emergency
SE5E000 & 5 E555000
You notice the error and 1euch Backsp four times to | N5 Emergency -
get to the incorresd number. LES 555
Yo dial &K b5 Emergency

#5: RESEH00
You touch Enter. M5 Emergency #5:3356000

The system enters editing mode automatically during the following
administration procedures:

s Set the fime and date

s Add or rermove an entry in an allowed list
+ Administer Automatic Eoute Selection

& Administer Night Service

Assign System Speed Dal codes

The administration procedures for those fealures explain how to use the
editing buttons to change and record information.

Your MERLIN II gystem may include optional equipment that provides
additional features or increases system capacity. The most common Types of
equipment are listed below. See "Accessory Equipment® in Section 6,
*Reference® for full descriptions of these and other accessomies,

e Basic Telephone and Modem Interface (ETMI). Connects telephones
and data communication devices such as autodialers, answering
machines, cordless telephones, facsimile machines, and auto-answer o
eriginating modems to your MEELIN Il system. A timer may be
connected to a Basic Telephone and Modemn Interface for automatic
answering based on time of day.

» Basic Telephone Module. Permits connection of basic Touch-Tone and
rotary telephones, as well as the devices listed above for the Basic
Telephone and Modem Interface.
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# General Purpose Adapter (GPA). Makes it possible to connect
accessories such as data terminals, cordless telephones, and autodialers
to a MERLIM IT systemn voice terminal. (For use only with 10-button
and 34-bution voice terminals. )

» Hands-Free Unil (HFU). Provides the voice terminal user with full
speakerphone capability. This includes hands-free telephone
conversation, On-Hook Dialing, Monitor-on-Hold, and
teleconferencing. {(For wse only with 10-button and 34-button voice
terminals. )

» Headset and Headset Adapter. Enables a person to answer and listen
to calls without lifting the handset. (For use only with 1(-button and
34-button woice terminals,)

» In-Range, Out-of-Building (IROB) Voice Terminal Protectors. Protect
the control unit and a voice terminal which is in another location,
outside the main building. IROE protectors provide protection from
exposire to lightming, contact with power lines, or power currents
induced by nearby power lines.

» Loudspeaker Paging System. Allows people with MERLIN 1T system
voice terminals to page co-workers and make announcements in all
sections of your building where paging system speakers are located.

o Music Coupler. Connects a music source such as a cassetie plaver fo
the MERLIN I1 system. It provides a secondary bridged connection so
that the music source can also be connected to a lpudspeaker paging
system to provide background music.

» Off-Premises Telephone Interface (OFTI). Connects off-premises
Touch-Tone basic telephones to your MERLIN [T system,

s Power Failure Telephone. Makes it possible to make and receive calls
in case of a power failure. The basic Touch-Tone or rotary telephone
connected t0 a Power Failure Telephone jack on a module in the
control unit goes on when a power outage oocurs.
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Step 3: Perform Basic Administration

Once your system planning and paperwark are complete, you can perform
the basic administration procedures listed below.

If you're administering a new system that's just been installed, perform the
procedures listed under *Set Basic Operating Conditions for Your System”
before you do any other system administration.

Basic Administration Procedures

Set Basic Operating Conditions for Your System
e Set the system size.
» Set the system line representation.
» Designate attendant stations.

Specify Touch-Tone or rotary signaling.
Sel Operating Conditions for Selected Analog Voice Terminals -

s Identify any paired station jacks used for the Voice Announcément
to Busy Voice Terminal featurs.

s Tdentify any paired station jacks used for the Simultanecus Voice
and Data feature.

» Distinguish between Built-In Speakerphone (B1S) or Hands-Free
Answer on Intercam (HFAI) voice terminals and other analog voice
terminals in your system.

Identify Jacks for Optional Equipment
o ldentify the Music-on-Held line jack (requires a Music Coupler).
s Identify the Loudspeaker Page line jack.

Give Voice Terminals Access to Selected Lines and Line Pools

s If you have a square system, assign lines to buttons on voice
terminals.

s i you have a pooled system, set up line pools and give voice
terminals access to Line pools and individual lines.

dee PR TSttt L

CHOOSE A TIME TO You put your conscle into administrahion mode to set up or change
ADMINISTER YOUR systemwide options or to assign features to individual voice terminals from
SYSTEM the administratar/attendant console. You must leave administration made in

arder to resume normal call handling with the consele. You can't administer
voice terminals that are in use, and people can't place or receive calls on lines
and voice terminals that you're administering.

Therefore, it's best o administer your system when no one is using it. If that
isn‘t possible, perform administration at the time of day when call traffic is
lowest.
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IF YOU MAKE BASIC
CHANGES TO AN
ADMINISTERED SYSTEM

Performing basic administration on a running system involves some special
considerations.

IMPORTANT: Read the following information caretully before you
move modules or change the basic settings for @ MERLIN 1T system
that's already in use, You may erase important system administration

if you:
e Change the modules in the control unit,

e Change your system's size (small or large) or type of line
representation (square or pooled).

¢ Change a standard voice terminal to an attendant station or
ViCe Wersa.

Renumbering after Changing Modules

Al some point, you may need to change modules in the control unit, If you
replace a module with one of a different type, you must readminister the
system to reassign numbers to lines and stations.

The procedure for renumbering your system appears below. Remember hat
changing station modules may require readministration of features that are selated to
particilar fypes of stations. For example, you might replace an analog station
module that contained jacks used for attendant stations with & digital station
maodule. Since digital voice terminals can't be attendant stations, you would
need to reassign those attendant stations to analog station jacks on a different
module.

If you add more modules without changing the modules that are already in
place, the system assigns numbers to the additional lines andior stations
autormatically. In that case, the numbers for the lines and stalions that you've
already administered don't change, so you don't need to perform the
renumbering procedure. (If you expand your system, be sure not to leave
any emply slots between modules.)

Fellow this procedure to renumber your system. Be sure o updale your
Master Planning Form, System Configuration Form, and other forms to show
the new numbers for lines and stations.

1 Glide the TP switch on the left side of the consale to P

2 Tpuch Conference twice.
Lights flogh nexd fo Adm Pool, Adm Tel, Message, ard Speaker,

3 Touch Message,
The lights nex! 1o Adm Pool, Adm Tel and Speaker stap flashing. The green light rext
fo Message remaing on.

4 Dial the 4-character oode £299,

NOTE: If the light next to Message flashes, you can’t perform this
procedure now because one or more calls are in progress. Take one of
these actions:

—  Wait for the light to become steady, then perform step 5.

— Leave administration mode by shiding the T/ switch to the center
position and try this procedure again later,
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SET BASIC OPERATING
COMDITIONS FOR YOUR
SYSTEM

5 Wait for the lights next to Adm Pool, Adm Tel, Message, and Speaker 10
begin flashing as they did in Step 2. This shows that the renumbering
process is complete.

& Slide the TIP switch to the cenler position 1o leave administration mode.

Changing Basic System Operating Conditicns

If you change the basic operating conditions for a system that's already been
administered, you'll probably have to make other changes as well. Keep the
following in mind:

s System Size. If you ehange the system size designation from small te
large, or vice versa, line and feature assignments change on all
attendant consoles,

# Line Representation. If you change your system from square Lo
pooled, or vice versa, you enise all gystem ling administration and voice
terminal programming dhat was formerly in place. You'll have to reassign
your lines and reprogram all vour voice terminals,

If you have a pooled system and you change from Buiton Acocess to
pither Dial Access or Automatic Route Selection (ARS), or vice versa,
the system automatically assigns a different function to the bwo buttons
above Intercom-Voice on voict terminals. If you have Dial Access or
ARS and you change @ Button Access, for example, the system assigns
pool 9 to those two buttons. The gystem automatically removes pool 9
from any other buttons to which it was assigned at voice terminals
throughout the sysiem.

» Attendant Station Designations. 1f you change a voice terminal to an
attendant station or vice versa, you have to reassign lines and fratures
fa it

NOTE: Whenever you make & change in your system, be sure to record
the change on your planning forms. Updated planning forms are your
best source of accurate information about how your sysiem is sel up.

The first step in administening your systern is to ensure that 115 basic
operating conditions are set as you want them.

IMPORTANT: [f your system has already been administered and you
plan to change it, read 'If You Make Basic Changes to an
Administered System,” above, before you proceed.

Before You Begin
Look through the general information that follows before you begin
administering, your system.

Eactory-set Operating Conditions  The first theee administration procedures
in the box *Basic Administration Procedures® determine the basic operabion of
your system, If you're administering a new SYstem, compare what you
recorded on your System Configuration Form with the list of default settings
for the system, below, to see which, if any, of the factory-set operating
conditions you need to change,
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The MEELIN II system is factory-set for: .

o Large size (more than B lines or more than 20 voice terminals).

& Pooled line representation with Button Access to Line Pools.

& The administratorfattendant consale, the station with intercom number
10, a5 the only attendant station.

Which other administration procedures you need to pedorm, if any, depend
an the types of lines vou have, the equipment you've selecled, and the
5pen'ﬁ|: needs of your business,

If You Want to Administer Your System in More than One Session  You
can leave administration mode before you've finished setting the operating
conditions for your system. Just finish the procedure you're performing, then
slide the T/F switch to the center position. When yvou're ready to continue,
follow the steps under *Enter Administration Mode,® then resume
administration at the point where you stopped,

Enter Administration Mode
Follow these steps to get into administration mode:

1 If you have an Attendant Intercom Selector and the light is on next to
Message Status, towch the button to turmn the light off.

2 Slide the TIF switch on the left side of the console to P.

3 Touch Conference twice.
Ll'gFrr: gfart j'h!-u'lﬂ'h"g mext fo Adm Pool, Adm Tel, Hnu&{, ard Spuli:tr.

Sel the System Size

Check your Systern Configuration Form to verify the aystem size, small or
large, that you planned. (The MERLIN Il system iz factory-set to be a large
system.)

Follow these steps if you want to change the existing system size:

1 Touch Message.
The lights go off nexf to Adm Pool, Adm Tel, and Speaker.

¢ Dral the 4character code #201.
The green light next fo Message 15 sleady and you hear foo besps.

NOTE: If the light next to Message flashes, you can’t perform this
procedure right now. Take one of these actions:

— Wait for the light to become steady, then continue with step 3.

— Leave administration mode by sliding the T/P switch to the center
position and try this procedure again later.

3 Perform one of the following operations:
— Dial O for a small system.
— Dial 1 for a large system.

4 Wait for the lights next to Adm Pool, Adm Tel, Message, and Speaker to
flash. At this signal, go on to anather procedure or leave administration
mode by sliding the T/P switch to the center position.
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Set the Sysiem Line Representation

Check the System Configuration Form to verify whether you've planned a
square of a pooled system. If you plan to have a pooled system, verify the
method of accessing line pools: Bullon Access, Dial Access, or Automaltic
Route Selection (ARS). (The system is factory-sel to be pooled with Button
Access to Ling Poels.)

Follow these steps to change the existing line representation:

1 Touch Message.
Thie lights go off rexi 1o Adm Pool, Adm Tel, and Speaker.

2 Dial the 4-character code #2302,
The green figh! next to Message is steady and you hear fuo begs.

NOTE: If the light next to Message flashes, you can’t perform this
procedure right now. Take one of these actions:

— Wait for the light to become steady, then perform step 3.

= Leave administration mode by sliding the TIT" switch to the center
position and try this procedure again later,

3 Dial one of the following digits to specify the type of line representation
¥OU want:

— Dial O for a square system.

—  Dial 1 for a pooled system with Button Access to Line Poals.
— Dial 2 for & pocled system with Dial Access to Line Pools,

— Dial 3 for a pocled system with ARS.

4 Wait for the lights next to Adm Pool, Adm Tel, Message, and Speaker 10
flash. At this signal, go on to ancther procedure or leave admindstration
maode by sliding the T/F switch to the center position.

Designate Atlendant Consoles

Check your Master Planning Form or System Configuration Form to see
which voice terminals should be attendant consoles. The system is lactory-set
with the station at intercom number 10 as an attendant station, and this can't
be changed. You can designate up to seven other attendant stations.

Keep in mind thal you can't have more than eight attendant stations. If you
want to designate a new attendant station and you already have the
maximum number, you may need to change an existing attendant station to a
nonaltendant voice terminal hefore you designate a new attendant station,

Follow these steps to designate attendant stations:

1 Touch Message.
The lights go aff next fo Adm Pool, Adm Tel, and Speaker.

2 Dial the 4-character code # 203,
The green light next fo Message is steady and you fear fio beeps.

NOTE: Ii the light next to Message flashes, you can’t perform this
procedure right now. Take one of these actions;

—  Wait for the light to become steady, then perform step 3.
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— Leave administration mode by sliding the T/F switch to the center
position and try this procedure again later.

3 Perform one of the steps below:

— If your console has Auto Intercom buttons, green lights next to the
buttons identify the voice terminals that can serve as attendant
stations. Mo lights show for other voice terminals in your system,
Touch the buttons until the green lights show the appropriate code:

Srmn'_u,- green Jfgkl’ = aifemdarel stadiom

Flzshing green light = poténtal atlendan! shetion wsed
i mirdltendant tce Jermiing)

— If you don't have Auto Intercom buttons, check your Master Flanning
Form to see which voice terminals can be attendant stations. Perform
one of the following steps:

*= To designate a voice terminal as an attendant station, touch Hold,
then dial the voice terminal’s intercom number.

» Taochange an attendant station back to a standard voice terminal,
touch Dirop, them dial its intercom number,

When you uze Hold or Direp, your console beeps if it can’t perform
the operalion you specify. For example, it beeps if you try to make a
digital wolce terminal an attendant position.

4 To establizh these settings, touch #.

5 'Wait for the lights next to Adm Pool, Adm Tel, Message, and Speaker to
flash. At this signal, go on to another procedure or leave administration
mode by sliding the T/ switch to the center position.

Specify Touch-Tone or Rotary Signaling
Check your System Configuration Form o see of yvou have any rodary lines, If
s0, follow these steps to identify them:

1 U lights are flashing next to Adm FPool, Adm Tel, Message, and Speaker,
touch Message.
The reen Iég.':u' nexl fo Mﬁ!ﬁlﬁf hecames :.l'urd!,'. The pther |'|_g.|1r5 e |:.~J':f.

2 Dnal the d-character code 8302,

3 Touch the button for each line whose status you need to change. Each
successive touch of a buttan gives vou one of the following codes;

5]&:251‘3,' FEER |!| Ef air = Towsh-Tore llsr..ﬂ.ll.ﬂﬁ:
(l:sn::'n |!I:5'f'r r.llﬁ" = rotery siynal |.'1§

4 Goon to another procedure or Jeave administration mode by sliding the
TIF switch to the center position,

SET OPERATING Perform the appropriate procedures below if you:
CONDITIONS FOR
SELECTED AMALOG

VOICE TERMIHALS o Plan to wse the Simultaneous Voice and Data feature.

# Have any membrane-button analog voice terminals, that is, analog
voice terminals withow! the Built-in Speakerphone (BIS) or
Hands-Free Answer on Intercom (HFAI) feature.

& Flan to use the Voice Announcement to Busy Voice Terminal feature.
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identify Jacks for the Yoice Announcement to Busy Voice Terminal
Feature

Check your Master Flanning Form. It shows which analog voice terminals, if
any, have been assigned two slation jacks so they can use the Voice
Announcement te Busy Voice Terminal leature.

Eollow these steps to identify any station jacks in voicelvoice pairs:

1 If lights are flashing next to Adm Pool, Adm Tel, Message, and Speaker,

touch Message.
The green light nex? to Message beromes steady. The other lights go off.

2 Dial the d-character code §210. _
The green light rext fo Message is steady and you hear two beeps,

NOTE: T the light next to Message flashes, you can't perform this
procedure right now. Take one of these actions:

—  Wait for the light to become steady, then continue with step 3.

_  Leave administration mode by sliding the TIP switch to the center
position and try this procedure again later.

3 Perform the appropriate step below:

— If you have Auto Intercom buttons, green lights appear next to the
buttons for any jacks that are already assigned to voice/voice pairs.
Touch either Auto lntercom button for the voice/voice pair until the
green lights next to both buttons show the appropriate code:

slation jick i paice/voice pair

Steady green light em
é shation jack HOf in polefdaice pair

reert light off

— If you don't have Auto Intercom buttons, perform one of the following
sleps:

» Toidentify jacks as members of a voice/voice pair, touch Hold,
then dial the intercom number associated with either jack.

» To specify that jacks arent membérs of a veicelvoice pair, touch
Drop, then dial the intercom number associated with either jack.

When vou use Hold or Drop, the system beeps il it can’t perform the
pperation you specify.
4 Goon to another procedure or leave administration mode by sliding the
T/P switch to the center position.

identify Jacks for the Simultaneous Voice and Data Feature
Check vour Master Planning Form. It shows whether a second station jack
has been assigned to any analog veice terminal to allow simultaneous voice
and data calling. Follow these steps to identify any station jacks in voice/data
pairs:
1 1f lights are flashing next to Adm Pool, Adm Tel, Message, and Speaker,
touch Message.
The green Nght next to Message bocomes sleady. The other lights go aff.

2 Dial the &-character code #211.
The green light rext to Message is staxdy and you hear tuo beeps.
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NOTE: If the light next to Message flashes, you can’t perform this
procedure right now, Take one of these actions:

—  Wait for the light to become stea.djr, then continue with step 3.

— Leave administration mode by sliding the T/F switch to the center
position and try this procedure again later.

a Perform the appropriate step below:

— If you have Auto Intercom buttons, green lights appear next o the
buttons for any jacks that are assigned to voiceldata pairs. Touch
gither Auto Intercom button for the voice/data pair until the green
lights next to both buttons show the appropriate code:

Steauly green light on == ghetirm jack in podce’data pair
Greem light off = shalion fack net in veie’dots por

— If you don't have Auto Intercom buttons, perform one of the following
steps: .-
» To identify station jacks as members of a voice/data pair, touch
Hold, then dial the intercom number associated with either jack,

» To specily that station jacks aren't members of a voice/data pair,
towch Drop, then dial the intercom number associated with either

When you use Hold or Drop, the system beeps if it can't perform the
operation you specify.

4 o on to another procedure or leave administration moede by sliding the
TiP switch to the center position.

Set Voice Terminal Type

You must specify the intercom numbers of all membrane-button analog voice
terminals. These are the S-button, 10-button and 3-button deluxe voice
terminals, as opposed to the 10-button Hands-Free Answer on Intercom
(HEAI} voice terminal and the 34-button Built-in-Speakerphone (BIS) voice
terminzl. Mote the difference between the buttons on the two types of voice
terminals, as llustrated below.

FIGURE 3-8 Examples of the buttens found on the two types of analog volca
terminals.

| promo Y - ey =

r

klambrane Bulteh HFAl and BIS
medal bution

If you aren’t sure what voice terminal models you have, consull your Master .
Flanning Form or your Voice Terminal Configuration Forms.
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IDEMNTIFY LINE JACKS
FOR OPTIONAL
EQUIPMENT

Follow these steps to identify any membrane-button voice terminals in your
gystermn:

1 U lights are flashing next to Adm Pool, Adm Tel, Message, and Speaker,
touch Message.
The gree light next o Message becames steady, The other lights go off.

2 Dial the d-character code § 320

4 Check your Voice Terminal Configuration Forms 1o see which vioice
terminals are nof BIS/HEAL models. Perform the appropriate step below:

— If you have Auto Intercom buttons and this is & new system, green
lights come on next to all the butlons for analog voice terminals except
the button for intercom number 10. If you're changing this seiting on
an administered system, lights come on next to the Auto Intercom
puttons for voice terminals previously identified as BIS/HFAI models,
Touch the Aute Intercom button for each voice terminal until the
green light shows the appropriate code: -

Stendy green light on = B15 or HFAI voice ferrminal
5
Green light off = membrane-bullon vaice fermital

— If you don’t have Auto Intercom buttons, perform one of the following
E-tl'_':'JS-i

» To jdentify a voice terminal as a BIS or HEAI model, touch Hold,
then dial the voice terminal’s infergom riumker.

= Toidentify a volce terminal 2s a membrane-button model, touch
Dirop, then dial the voice terminal’s intercom number.

When vou use Hold or Drop, the system beeps if it can’t perform the
operation you specily.
4 Goon to another procedure or leave administration mode by sliding the
TiF swilch to the center.

If your system uses the Music-on-Hold or Loudspeaker Page feature, you
need to identify the contrel unit line jack wsed for that purpose. Consult your
Master Planning Form or System Configuration Farm to see which line jacks,
if any, have been reserved for those features. .

Identify the Music-on-Hold Line Jack

If your system has Music-on-Hald, you need to identify the contral unit line
jack to which your music source is connected. Remember that the Music-on-
Hald line can't be placed in a line pool, assigned to a voice terminal, or used
for Loudspeaker Fage.

Follow these steps to identify the Music-on-Hold line jack:

1 If lights are flashing next e Adm Fool, Adm Tel, Message, and Speaker,
touch Message.
The green light next to Message remaing on. The other lights go off

2 Dial the d-character code #204,
The green light next fo Message i steady and you ket Foe berps.
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NOTE: If the light next to Message flashes, you can't perform this
procedure right right now, Take one of these acticns:

—  Wait for the light to become steady, then go to step 3.

— Leave administration mode by sliding the T/P switch to the center
position and try this procedure again later.

3 Check the lights next to the line buttons on your console, A green light
identifies the line, if any, set as the Music-on-Hald line.

4 To assigr a Music-on-Hold line for the first time or change an existing line
assignment, touch the button wntil the green light shows the appropriate
code:

Steady greem light on = Music-on-Hold line
ém.m ligh! off = Standard line or Loudspeaker Page ling
NOTE: Assigning a line as the Music-on-Hold line automatically remaoves it
from any voice terminals to which it was assigned.

5 Go on to another procedure or leave administration mode by sliding the
TIT switch to the center position.

Identify the Loudspeaker Page Line Jack

If vour system includes the Loudspeaker Page feature, you need fo identify
the control unit line jack to which the paging equipment is connected. Keep
in mind that the Loudspeaker Page line can’t be placed in a ling pool or used
tor Music-on-Hold.

Follow these steps to identify the Loudspeaker Page line jack:

1 T lights are flashing next to Adm Pool, Adm Tel, Message, anc Speaker,
touch Message.
The green light next fo Message stays om. The otker fights go off.

2 Dial the $character code #205.
The greew light next to Message (5 steady and you hear fuo beeps.

NOTE: If the light next to Message flashes, you can’t perform this
procedure now. Take one of these actions:

—  Wait for the light to become steady, then go to step 3.

— Leave administration mode by sliding the T/F switch to the center
positicn and try this procedure again later.

3 ?ﬂ{k thg lights next to the line buttons on vour console. A green light
idenrifies the line, if any, set as the Loudspeaker Page line. To assign a
Loudspeaker Fage line for the first time or change an existing line
assignment, touch the button until the green light shows the appropriate
code:

Steady green light om = Loudspecker Page line
Green light off = Standard line or Musio-on-Hold line

4 Go on to another procedure or leave administration mode by sliding the

TIP switch to the center position.

Al
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LABEL LINE AND/OR LINE
POOL BUTTONS

ASSIGN LINES IN SQUARE
SYSTEMS

Before you begin assigning lines and line pools to voice terminals, get your
Voice Terminal Configuration Forms. If this is a new system, get the sels of
Button labels that came with each of your voice terminals.

The Voice Terminal Configuration Forms show which lines and/or line pools
should be assigned to each voice terminal, Before you make or change
individual line assignments, write on the button labels for that voice termminal
the telephone numbers or names assigned to line buttons. If you have a
pooled system, write on the button labels the numbers or names of line pools
assigned to line pool buttons,

If you have a pocled system, turn to "Assign Line Pools and Lines in Pooled
Systems.* If you have a square system, read the considerations below, then
follow the procedure to assign lines to buttons on vaice terminals, You use
the same procedure to remove lings from buttons.

Considerations for Asslgning Lines in Square Syslams
Consider these points before you assign lines to butlons:

Default Line Assignmants When your systemn was turned on for the first
time, it automatically assigned all your cutside lines to butlons on your
attendant console(s). It also assigned the first eight outside lines plugged into
the control unit to the buttons above the dial pad on each of your voice
terminals.

o If you planned a stendard square sysfem, you want vach of your lines to
appear at the same position at every voice terminal in your system. If
you have eight or fewer lines, your system has already been set up for
you. If yeu have more than eight lines, however, you must follow the
procedure under "Frocedure for Assigning and Removing Lines in
Square Systems” to assign those additional lines to buttons to the right
of the dial pad al each voice terminal.

Keep in mind that 5-button and 7406 voice terminals don't have
encugh line buttons for eight line appearances. You must remove any
lines that the system assigns to voice terminals which don't have
Buttons available for those lines,

+ You may have planned a cusfomized square system, with various
combinations of lines assigned to people’s vaice terminals to meet their
particular needs. If so, it's easiest to begin assigning lines by first
removing the lines that the system assigned to the voice terminals
initially, Then you just touch the buttons for the lines each person
needs, in the order shown on his or her Voice Terminal Configuration
Form.

Be sure to assign the Loudspeaker Page line to anyone who needs & button
for paging.
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Ghost Lines  Check your System Configuration Form 1o see if there is an .
outside line or piece of eguipment connecled to each jack in each of your line

modules. If you aren't using the full capacity of a line module, the contral

unit assigns the potential lines as well as the actual lines to buttons on your

artendant consoles. If you have fewer than eight lines, the system also assigns

these potential lines to buttons above the dial pad on every voice terminal in

your system.

A line jack with nothing plugged into it is called a nonequipped line
appearance, or "ghost line,” If you have any ghost lines, follow the steps
given in "Procedure for Assigning and Removing Lines in Square Systems’ Lo
remove them.

The Order in which Lines are Assigned When you assign lines to a voice
terminal, the system assigns each line to the next available button, in the

order shown in Figure 39, When you assign lines to a voice terminal, be

sure to touch the buttons in the order in which they appear on the Voice -
Terminal Configuration Form.
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FIGURE 3-9 The order in which lines are assigned in square sysiems.
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Procedure for Assigning and Removing Lines in Square Systems .
To assign a line to a button on a voice terminal or to remove a line from a

button, get your completed Voice Terminal Configuration Forms and follow
the steps below, .

It's advisable to keep all the line buttons on & voice términal together. If you
remove one or more lines from buttons in the middle of 2 column of line
buttons, reassign the remaining lines so they appear on an unbroken
sequence of buttons,

Follow these steps to assign a line to a button or remove it from & button on a
voice terminal:
1 If you haven't already done so, enter administration mode by sliding the
TiF switch to F and touching Conference bwice,
Lights flach next te Adm Pool, Adm Tel, Message, and Spraker.

2 Touch Adm Tel. » 1 1]
Tie greem fight mext to Ado Tel beeamnes steady. The otker lighls go efi- -

3 Dial the intercom number or touch the Auto Intercom butlan of the voice

terminal to which vou want to azsign lines.
A steady green light cores on next do bhe voice lermeral's Awfs Infercom budlton, if you
have ane. The syster gives @ 2-besp sigmal for yow fo begin,

=

MWOTE: If the voice terminal is being used, the green light next to Adm Tal
flashes and you don’t hear the 2Z-beep signal. You must wait until the
green light becomes steady or else try again later. If you try to assign
lines ta a busy voice terminal, you'll hear a single beep and wan’t be able

to proceed,

| fr}r_-.}
;‘E:f-f {-"‘E?ft.d

4 Reler to the Voice Terminal Configuration Form, Tt shows which lines
should appear on each bulton on the voice terminal. Steady green lights
show nest to the buttons for lines already assigned to the voice terminal,

K

_‘-:"ru-'r'ﬂ.'.g

5 Touch the appropriate line buttons to add or remove lines feom this veice
terminal. If you're adding lines, remember to touch the buttons in the
crder in which they appear on the form. Each successive touch of a line
butten gives you one of the following codes:

Corpenr Tight o == [ine is assigned fo (his ooige ferminal
Green light off = line isn't assigred fo this voice terminal
-6 Repeat steps 3 through 5 or use the Copy procedure, below, for each voice
terminal to which you want 40 assign lines.

Aotemip TE
ﬁﬂ"‘-’H ot ;'L':":?a-f
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Copying Line Assignments

You can use the shorteut procedure below to give another voice terminal
the same line assignments as one you've already set up. This copy
procedure is especially timesaving if you have a standard square system
since all your voice terminals have the same line assignments, Keep in
mind that you cannot copy line assignments from attendant consoles 1o
voice terminals or vice versa.

NOTE: When vou copy line assignments, You also copy any call resmmictions
and allowed-list permissions assigned to the original voice terminal, If
you've already assigned call restrictions to the eriginal voice terminal, be
sure you want the new voice terminal to have identical restrictions before
you use this Copy procedure.

a Dial the intercom number or touch the Auto Intercom button of the
nesw voice terminal,

b Touch Recall,
The red lght next to Adm Tel flashes.

¢ Dial the intercom number or touch the Auto Intercom button of the
original voice terminal. :
Feher the ooy de rnnrl|:1'r'|'|'_. the red light sieps _|'1H-|1-;ITIE.

d Repeat steps a through ¢ for each veice terminal for which you want 10
copy line assignments.

7 To continue administration, touch Adm Tel and go on to another
procedure. To leave administration mode, slide the T/P switch to the
center position.

ASSIGN LINE POOLS AND  1f vou have a pocled system, your system initially assigned each of your

LINES IN POOLED outside lines to a separate button on your attendant console(s). On each

SYSTEMS nonattendant voice terminal, the system assigned the two bultons above
Intercom-Voice as pocl % or Pool Access buttons, depending on the type of
access you specified. (Pool Access buttons are used with systems set for either
Dial Access to Line Pools or ARS.) Finally, the system placed all your lines in
poal 9, the main pool

Your Voice Terminal Configuration Forms show which line pools and
individual lines, if any, each voice terminal should have. Perfarm the
procedures below if you want to:

» Set up line pools in addition to pool 9, the main pool.
= Assign line Fm]; and individual lines to buttons on voice terminals.

= Give voice terminals Dial Access to selected line pools, if your system
iz se1 for Dial Access to Line Pools.
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Before You Begin ‘
Check your System Configuration Form te see whether there is an oulside

line or piece of equipment connected to each jack in each of your line

modules. [f you aren’t using the full capacity of a line module, the control

unit assigns the potential lines as well as the actual lines to buttons on your

attendant consoles. It also assigns those lines to pool 9.

A line jack with nothing plugged into it is called a nonequipped line
appearance, or "ghost line.” If you have any ghost lines, follow the
procedure below to remove them from pool 9. Follow the steps under
*Procedure for Assigning or Removing Line Pools or Lines (Button Access)®
to remove ghost lines from your attendant consoles,

Procedure for Adding or Remaving Lines In Line Pools

Your completed System Configuration Form shows the line pools you've
planned for your system. Get the form and follow the procedure below to set
up or change your line pools. Remember that you won't be able to perform
this procedure if any voice or data calls are in progress. The entire system
mus! be idle,

If you're administering a new systemn, all your lines were initially assigned to
pool 9. If you want to assign lines to other line pools, you must remove them
from pool 9 first.

MOTE: If a lime appears as an individual line at a vobice terminal in
yvour system, it will dizsappear from that voice terminal if you add it to
a lime pool. Before adding lines to pools, make sure they aren'’t
needed as individual lines.

1 1F vou haven’| alr{lnd}' done s0, enter administration mode by sliding the
TP switch to P and touching Conference twice.
Liphis flash resi to Adm Pool, Adm Tel, Messapge, arnd Speaker.

2 Touch Adm Fool.
The green Fght dexd o Adm Pool becomes sfeady ard won Fair foo Breps,

WOTE: If the light next to Adm Pool flashes, vou can’t perform this
procedure right now. Take one of these actions:

- Wail for the light to become steady, then go to step 3.

— Leave administration mode by sliding the T/F switch to the center
position and try this procedure again later.

3 When vou entered administration mode and touched Adm Pool, the
system pul you in p-.':u:ul 9. Refer to your System Configuration Form fo
review the pool numbers that you assigned to the rest of the the line pools
you planned. You must dial the appropriate poel numbers (890 through
&%) in order to administer other line pools.

If you want to administer pool 9, go on to step 4. If you want to
administer a different line pool, dial the number of that poal (890 through
899}, then go on to step 4.
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4 Steady red lights appear next o each line assigned to the pool you're
administering. Referring to your completed System Configuration Form,
touch the button of any line whose pocl assignment you want to change.
Fach touch of the button gives you one of these codes:

Steady red light o = line is @ssigred fo live poal
Red [ight off = line isn't assrgried to fing pool

MOTE: If you hear a beep, the line you're trying to administer is assigned
to another pool. You must remove the line from that peal before you can
assign it to the pool you're setling up.

5 To administer additional line pools, dial the appropriate pool number (3 or
890 through 899) and repeat step 4.

& Tomake Sure that your ling pools are set up as you want them, dial the
aceess code of each line pool in turn. Check to be sure steady red lights
are on next to the appropriate line buttons.

4 Touch Adm Pool and go on to another procedure or leave administration
mode by sliding the TP switch to the center poSition.

Considerations for Assigning Line Pools and Lines to Voice Terminals
Onee you've set up line pocls, you can assign line pools and individual lines,
if you have any, to voice terminals in your system. If you want line pocls or
individual lines to appear on bultons at any voice terminals in your system,
read the considerations below. If you don't plan to assign any line pools of
individual lines to buttans, do this:

o If you selected Dial Aceess to Line Pools, turn 1o "Procedure for
Assigning Dial Access to Line Pools.*

s 1f you selected ARS, go on to “Step 4: Customize with Opticnal
Systemwicle Features.”

Consider these points befare you assign line pools or individual lines o
butltons:

Default Line Pool and Line Assignments  When your systern was turned on
for the first time, it automaticelly assigned all your outside lines to separate
buttons on vour atténdant consale(s). It also created ane line poal, poel 9,
containing all yous outside lines.

If you chose Button Access to Line Pools, the system initially gave all your
voice terminals access to pool 9 only, using the two Pool 9 buttons above
Intercom-Yaoice. If you chose Dial Access to Line Pocls or access through
ARS, the system initially gave all your voice terminals access to pool 9 and
any other line pools that might be set up. using the twe Pool Access buttons
above Intercom-Vaoice,

If you want to change the default line poel and line assignments, you use the
procedures that follow to:

e Provide or remove access to particular line poals,
e Assign individual lines to buttons on nonatiendant voice terminals.

Be sure to assign the Loudspeaker Page line to anyone who needs & button
for paging.
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The Order in which Line Pools and/or Lines are Assigned  You can assign ‘
line pocls only or a combination of line peals and individual lines to each

voice terminal in your system. ¥When you assign a line pool or line to a voice

terminal, the system automatically azsigns it to the first available button.

The assignments are made in the order shown in Figure 3-10. The illustration
shows the order in which line pools and/or lines would be assigned if you
used every button on the voice terminal for that purpose, although to do so is
unlikely.

HOTE: When you assign line pools or lines to buttons on a voice
terminal, be sure to touch the buttons in the order in which they
appear on the Voice Terminal Configuration Form.
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FIGL]FIE 3.10 The order In which lines are aseigned in pooled systams.
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Procedure for Assigning or Removing Line Pools or Lines (Bution Access) ‘
Get your completed Voice Terminal Configuration Forms, Then follow the

procedure below to assign or remove lines or line pools from voice terminals,

If vou're assigning lines, be sure te touch the buttons in the erder in which

they appear on the Voice Terminal Configuration Form.

I's advisable to keep line buttons together on a voice terminal, If you remave
2 lime in the middle of a column line buttons, it's best to reassign the
remaining lines so that the lines appear on an unbroken sequence of buttons,

Follow these steps to assign line pools or line to buttons or to remove them
from buttons on voice terminals:

1 Lf you haven't already done so, enter administration mode by sliding the
/P switch to P and touching Conferenee twice,
Lights flask next ta Adm Pool, Adm Tel, Message, and Speaker.

2 Touch Adm Tel,
The lights next 10 Adm Pool, Message, and Speaker stop fleshing, The green light mext "=
fo Adm Tel remains oo,

3 Dial the intercom number or touch the Auto Intercom button, if yvou have
ane, for the voice terminal to which you want to assign line pools or lines.
A steady green light comes on mext fo i1 Awle Infereom bulicn, if you hawe one. The
sysher gites o o 2-beep sigral lo begin.

NOTE: If the light next to Adm Tel flashes, you can't perform this
procedure now, Take one of these actions:

—  Wait for the light to become steady, then go to step 4. ‘

— Leave administration mode by sliding the TIP switch to the center
position and try this procedure again later.

4 Refer to the Voice Terminal Configuration Form to see which line pools or
individual lines should be assigned to bultons an this voice terminal,
Steady green lights show next to any lines now assigned to the voice
terminal, either as individual lines or as part of a line pool. Steady red
lights show next to all lines contained in any system pool.

5 Touch the button for any line pool or line you want to add to or remove
from this veice terminal. Each touch of the line button gives you one of
the following codes:

Green light on = line 5 assigned to the voicr derminal
Green light off = line isn't assigried to the vaice terminal

NOTE: Lines in a line pool always change as a group. When you touch
the burton for any line in a line pool, you change the status of all the lines
in that line pool.

& Repeat sleps 3 through 5 or use the Copy procedure, below, for each voice
terminal in your system.
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Copying Line Pool and Line Assignments

If you want to give a voice terminal the same line pool and line
assignments as one that's already set up, use this shortout:

KOTE: When vou copy line assignments, you also copy any call
restrictions, Dial Access to Line Pocls, and allowed-list permissions
assigned to the orginal voice terminal. Be sure you want the two voice
berminals to be identical in these respects before using this Copy
procedure.

g Dizal the intercom number or touch the Auto Intercom button af the
new voice terminal.

b Touch Recall. _
The red fight next to Adm Tel goes on,

¢ TDhal the intercom number or touch the Auto Intercom button of the
original voice terminal. ‘-
When dhe copy procedure & compiete, the red Tight stops flasking.

d Repeat steps a through ¢ for each voice terminal for which you want to
copy line pool and line assignments.

7 Touch Adm Tel and go on to another procedure if you want to continue
with administration. If not, slide the T/I switch to the center position to
leave administration mode.

Procedure for Assigning Dial Access to Line Pools

If you set your system for Dial Access ta Line Pools, people touch the Fool
Access button, then dial the appropriate poal number {9 or 830 through B99)
to access a particular line pool. When you first set your system for Dial
Access, the system gave all your voice terminils access to every line pool, 1f
you've planned to assign people access to selecled line pocls rather than to all
line pools, get vour Voice Terminal Configuration Forms. Follow these steps
to assign voice terminals access 1o selected line poacls.

1 If you haven't already done so, enter administration mode by sliding the
TIF switch to P and teuching Conference twice.
Lights flzsh mext fo Adm Pool, Adm Tel, Message, and Speaker.

2 Touch Adm Tel.
The lights next tv Adm Pool, Message, erd Speaker stop fashing. The green light mex!
to Adm Tel sfays on.

3 Touch the Auto Intercom button, if you have one, or dial the intercom
number for fhe voice terminal to which you want to assign Dial Access ra

selected line poals.
A steady groen lyght cors an et b its Auto Intercom burton, if you have one. The
system gives you @ 2-Beep sighal to brgin.

NOTE: If the light next to Adm Tel flashes, you can’t perform this
procedure right now. Take one of these actions:

- Wait for the light to become steady, then go to step 4.

— Leave administration mode by sliding the T/F switch te the center
position and try this procedure again later.
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4 Refer to your Vioice Terminal Configuration Form to see to which line ‘
poals this voice terminal should have Dial Access. Steady green lights
shaw nasxd ko the bullons of the lines assigned to this voice terminal,
Steady red lights show next o the buttons of each line assigned to one of
the system poals,

5§ Touch the same Auto Intercom bution or dial the same infercom number

again.

A steady red ght comes on beside the gresm Tigh! Aex! io Adm Tel.

The system must be set for Dial Access o Line Poals and you must be
administering an idle, nonattendant voice terminal. If not, the red light
doesn't come on, and the system beeps once to let you know it can't
complete this procedure,

& Touch the button next to one of the lines in each of the pools whose
status vou want to change. Each successive touch of a line butten in a
pool gives you one of the following codes:

Green hght on = poice lerminal kas Digl Acoess fo this pool

Cerern light off = vaice lermina! dovsa 't Rawe Dial Access to this poal
Keep in mind that the lines in a pool alwavs change as a group. Touching
the button for any line in a pool affects all the lines in that poal.

7 Eepeat steps 3 through & or use the Copy procedure, below, for each voice
terminal whose Dial Access to Line Poals you want to change.

Copying Dial Access Assignments ‘

If you want to give a voice terminal the same Dial Access to Line Pools as
one that is already sel up, use this shartcut:

NOTE: When you copy [hal Access assignments, you also copy call
restrictions, allowed-list permissions, and line and pool assignments from
the original voawe terminal. Be sure you want these voice terminals to be
identical in these respects before you use the Copy procedure.

&  Dual the mtercom number or touch the Auto Intercom button of the
fiEwe yodce terminal.

b Touch Recall.
The red light next fo Adm Tel [Tnskes,

¢ Dial the intercom number or touch the Aute Intercom button of the
origingl voice terminil,
Wien the red light staps flashing, the copy procedwre 15 complefe.

d FRepeat steps a through c for each voice terminal for which you want to
copy Dhal Access assignments.

8 Touch Adm Tel and go on to another procedure if you want to continue
administering your system, If not, slide the T/F switch to the center
position to leave administration mode,
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Step 4: Customize with Optional Systemwide Features

After you've completed basic administration, you can assign the optional
features listed below to your system. You can administer these features at
your convenience, since they're useful but not essential to the operation of
the MERLIN I system.

I you have a printer, you can get printouts showing the current status of
these systemwide features. Instructions for getting @ System Information
Report and other printouts are included in the administration procedures that
follow. If you want a complete set of printouts for your system, follow these

steps:

1 Enter administration mode.

2 Touch Message.

3 Dial the 4-character code #5999,

Check your planning forms to see which of the operations listed below apply

ko your system, Then turn to the appropriate page to administer each feature
that you've selected.

Customize with Optional Systemwide Features
= Assign call restrictions to woice terminals:

—  Set area code detection (if required) and assign outward and toll
call restmictians,

= Set up allowed lists.

—  Assign allowed lists to restricted voice terminals.
¢ Administer Automatic Route Selection.
+ Assign voice terminals to groups for Group Page.
s Set up Group Call Dhstribution.

# Set your system for One-Touch Hold with Call Announcement, if you
want this feature instead of the factory-sct One-Touch Transfer of
outside calls.

» Establish Enhanced Night Service,

» Administer System Speed Dial codes

e Administer Call Report options.

» Set the return interval for transferred calls.

s Specify ringing or music, if you have Music-on-Held, while calls are
being transferred,
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ASSIGH CALL Assigning call restrictions to voice terminals involves three steps: ‘
RESTRICTIONS TQ VOICE
TERMIMALS

» Assigning one of these three calling ranges to each voice terminal:

—  Dutweard Call Resmmicted
= Toll Call REestricted
— Urnerestricted

e Setting up allowed lists of area codes, exchanges, or emergency
numbers that people with restricted voice terminals can call,

o Assigning the appropriate allowed list(s] to each restricted voice
terminal.

Asslgn Oulward and Toll Call Restrictions

All voice terminals are factory-set for unrestricted calling. Refer to your Voice
Terminal Configuration Forms to see what calling range each voice terminal
should have. Then fellow the procedure below to azssign toll call restriction
and outward call restriction where appropriate.

T

To restrict voice terminals to local calls only (toll call restriction), your system
must be able to identify toll calls as they're dialed. In most parts of the
country, people have to dial a toll prefix (0 or 1) in order to make a long
distance call. Your MERLIN I system is factory-set to detect that toll prefix.
[f you use a tll prelix, you can skip sleps 2 through 6 of the procedure

low. Those extra steps allow administrators in areas where toll prefives
arent ' used to set their systems to detect toll calls by area codes instead of by
toll prefixes.

Follow these steps to assign call restrictions:

1 1f you haven't already done g0, enter administration mode by sliding the
TiF switch to P and touching Conference twice,
Lights flzsh mext ta Adm Paol, Adm Tel, Message, and Speaker.

2 If you must dial a toll prefix (0 or 1) before dialing a long distance call, go
to step 7. If vou don’t have to dial 0 or 1 before dialing 2 long distance
call, continue with step 3

3 Touch Speaker,

The lights mext fa the adgminisiration mods battens siop Masting. The gréen light next fa
E-Ft.lk-:r FEMaies of.

4 Check the lights next to your line buttons, Green lights indicate that the

system uses a toll prefix to detect long distance calls placed on these lines.
I ywou don't dial toll prefizses in youws afsea, no green lights should be on.

5 Touch each line button until the light next to it shows the appropriate
code. Each successive touch gives you one of the following codes:
Sleady green om ™= system wses doll prefix to detect Tong distance calls
Creen off = syster defects long dislance calls by aran aode omly

& Touch Speaker.
The lghts next to the admnistralion mode butions flash again,

T Touch Adm Tel.

The lghls rexf lo the administration mods balivns stop fasking. The green light nec! do
Adm Tel rémiins on. .
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",

g TDHal the intercom number or touch the Auto Intercom button for the voice

terminal you want to restrict,

If the voice terminal is idle, 2 steady greem light comes on next fo its Auto Intercom Button,
if you hove orne, The system gives 2 T-besp signal for you lo Begin.

MOTE: If the voice terminal is being used, the green light next to Adm Tel

flashes rapidly. You must wait until the green light becomes steady or else
try this procedure again later.

8 Refer to the Voice Terminal Configuration Form to see what calling range
this voice terminal should have, Then touch Speaker until the green light
next to it shows the correct code. Each successive touch gives you one of
the following codes:

Stvady green Wight on = anrestnictad fell calls @lfowed)
Flashing green light = foll gall restricled (inlercors ard local calls only
plus alicasd [Esds, if yow assign any)
Greem Hight off = catuwand call resteicled finfercom calls only
plus elfowed lesds, if pow assign any)

10 Repeal steps 8 and 9 or use the Copy procedure, below, for each voice
terminal whose calling range you want to cha:ngl:'-

Copying Call Restrictions

If wou want to give a voice terminal the same call restriction as one that's
already set up, use the shortcut below:

MOTE: When you copy the call restriction, you also copy allowed-list
permissions, line and line pool assignments, and Dial Access to Line Pools
from the original voice terminal. Be sure you want the voice terminals to
be identical in these respects before you use the Copy procedure.

a Dial the intercom number or touch the Auto Intercom bution of the
new vaice terminal.

b Touwch Recall.
The red !l'gl'.'r nezt 1o Adm Tel lflﬁhl.'s.

¢ Dial the intercom number or touch the Auwto Intercom button of the
ariginal voice terminal,
When the red light stops fleshing. the copy i complered,

d Repeat steps a through ¢ for each voice terminal for which yow want to
copy call restrictions.

11 Touch Adm Tel.
The lights nex! to the administration mode bullens flash again

12 Continue to administer your system or leave administration mode by
sliding the TP switch fo the center position.
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Set Up Allowed Lists ‘
Get the completed Allowed List portion of vour Call Restrictions and Allowed
Lists forms. Follow these steps to enter the information shown on the forms
into your syslem: _
1 If you haven't already done so, enter administration mode by sliding the
TIP switch to P and touching Conference twice.
Lights flash nexd le Adm Fool, Adm Tel, Message, ard Speaker.

2 Touch Message.
The lights next to the edministration mode buttons stop fasking, The green light nex? to
Messape remains on,

[al the 2-cheracter code 5.
[hal the number of the allowed list (0 through 7).
Dial the number of the entry {0 through %) that you want to record.

L= T

Dial the entry, which may consist of an area code, an exchange, an area
code plus an exchange, or a special-purpese number such as 911

HOTE: If you have a display consale, it enters editing mode automatically
when you dial #5. The display shows the allowed list entry as you dial it.

= If the allowed list entry 15 ¢orrect, touch Enter to send the information
to the contral wnit,

— If the entry isn't correct, use Backsp or Clear to erase incorrect
characters, redial the entry, and touch Enter.

7 Repeat steps 3 through 6 to add more entries te the same list or to add .
entries to a different lise.

& If you want to remove an entry from a list, peeform steps 3 through 5 and
touch Dirop (if you have a d[sp]a}l console, touch Drop, then towch Enler),

% If you have a printer connected to your system, you can order a printowt
af any of your allowed lists. A typical printout appears in Figure 3-11. To
get a printowt, perform steps 3 and 4, then dial the S-character code 0#90(,

The Jreen Hg:'ill' resf o Message .ﬁ'r:‘.'in'u'.'i. Weken dhe Frimdoad is mmpfcfrd. Yo Fear g hn;T.-
arat dhe green Night mexl o Message beromes steady.

Don’t go on to step 10 until you hear the beep or you'll get an incomplete
printout. Don’t remove the printout until you've completed step 10 or
your page alignments will be affected,

10 Touch Message.
The lights mext to the adwrinfstration mode buttons fash again,

11 Continue to administer your system or leave administration mode by
sliding the T/P switch to the center position.
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FIGURE 3-11 & printout of a typical allowed 1is1.

B ALLOWED L15T: 2

Enkey # 0; 2125466
Entry # 1: BOSESZ
Entry 4 2 &K

Entry # 3 SwE32
EmETy o &1 413

Enkry # 5@ 31B

Entcy & 6! POTHET
Entey § 7: 205353
Entzy # B: 207T£L
Entry § §; 40565

T R R BB B IR

Assign Allowed Lists to Voice Terminals -
When your system is first set up, no restmcted voice terminals can be used to
call any of the numbers on the allowed lists, ¥You must assign voice terminals
access to the appropriate allowed lists.

Get out the Call Restrictions portion of the Call Restrictions and Allowed Lists
Forms. Check the forms to see which allowed lists should be assigned to
each person who has a restricted voice terminal. Follow the procedure below
to give selected voice terminals access to each of your allowed lists.

1 Ti you haven't already done so, enter administration mode by sliding the
TiP switch to P and touching Conference twice.
Lights flash next to Adm Poel, Adm Tel, Message, and Speaker.

2 Touch Message.
The lights rext to the administration mode bitions stop flashing. The green lighl mext 1o
hessage remaing ol

3 Dial the Z-character code 74,

4 Dial the number of the allowed list (0 through 7) that you want to assign
or Teassign o voice terminals.
Green lights came on mext lo the Auto Intercom bublons, if you have therr, for all porcs
dermicnals et cen aceess Phe vumhers or fhee alimeed losd.

§ Perform the appropriate step below:

— If you have Auto Intercom buttons, touch the button for each vaice
terminal whose status you want to change. Each successive touch
gives you one of these codes:

Green light o = voice terminal can access the mumbers on fhe list
Green Tight off = voice ferminal can't acoess the numbers on the dist

— If you don't have Auto Intercom buttons, perform one of the following
steps:

» To give a voice terminal access ta the allowed list, touch Hold,
then dial the voice terminal’s intercom number.

= To make a voice terminal unable to access the allowed list, touch
Drap, then dial the voice terminal’s intercom numbser.
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» To remove access to this list from all voice terminals, touch Drop, ‘
then touch .

When you use the Hold or Drop button, the console beeps if it can’t
perform the operation you specify. For example, it beeps if you try to
assign an allowed list to a voice terminal that already has access to
that list.

6 Repeat steps 3 through 5 for each allowed hst.

7 If you have a printer, you can request a printout o make sure the
appropriate voice terminals have access to the allowed lists you've set up.
Figure 3-12 shows a typical printout of voice terminal access to allowed
lists. To get a printout, dial the 4-character code #5904
The green light next to Message flashes. When the printou! is completed, you hear a beep
and The green ligh! nex! to Message becomrs steady.

Don't po on to step & until you hear the beep or you'll get an incomplete
printout. Wait to remove your printout unlil you've completed step 8or -
your page alignments will be allected.

8 Touch Message,
The fights mex! to the administration mode buftons flash again.

8 Continue ta administer your system or leave administzation mode by
sliding the T/F switch to the center position.

= -

FIGURE 3-12 & printout of veice terminal access to allowed lisis.
A WOICE TERMIMAL RCCESS 7O ALLOWED LISTS

a List # 0; 10 12 13 1& 15 17 1% 20 21 28 235 25 28 %7
i 35 3% &0 41 47 & &F Y1 OTI T

A List ¢ 1: 11 17 19 22 24 26 3 37 3% 40 45 5F 5% 5
fi &) &3 &3 7O T

& List # 2: 13 15 18 19 21 25 24 29 3 31 3¢ 33 X 3%
54

& 35 42 44 &5 48 51 4 8l &4 M OF 7T OTE
& List # 3: 10 11 12 1* ls 15 1& 17 L8 1% 20 21 2z 23
A T4 OTH P& 2T MR TR 3D Rl O 3P 3 3R RO
B Mo oD 41 42 &3 44 45 &5 4T 4B 4%

B List # &: =3 &F 55 &0 Gl &2 &5
A List #5: 12 1s 17 23 24 MM M 2 3 ¥ 3 M X2

A List ¥ & 10 11 19 21 22 2% % 35 3% Bl O 0T

A List # 7: 331 31 32 33 B4 35 X 37 3 3y 42 43 &4 &3
A 46 51 2 5% 54 57 58 5% 67 &4 &R VI T} T4
f EET
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ADMINISTER AUTOMATIC
ROUTE SELECTION (ARS)

The ARS feature lets you specify which line pool should be used for each
outgoing ¢all, depending on the area code andior exchange the ealler dials.
ARE direets all calls that people place by touching one of their Pool Access
buttons, then dialing 2 number.

Get your completed Forms for Automatic Route Selection Tables. Follow the
procedurs below to enter the information from these forms inta ARS tables in
vour system. If you're changing an existing table, be sure o record the
change on the appropriate form.

If you have a printer connected to your system, you can print out the ARS
tables after you administer them, to serve as worksheets and for future
reference,

Adminieter Area Code/Exchange Sections of ARS Tables
To administer the Area Code/Exchange sections of ARS Tables U through 7.
follow the procedure below,

1 If you haven't already done so, enter administration mode by sliding the
TIP switch te ' and touching Conference twice.
Lights flash next to Adm Pool, Adm Tel, Message, and Speaker.

2 Touch Message.
The lights mext 4o the adwinistration mode huftors stop flashing. The green: light mext fa
Message remaimé on,

3 Get the form for Table 0 and check the total number of 6-digit tables that
you've planned for your system. If you're setting up a new' syslem and
dor't need any 6-digit tables, continue with step 5. 1f you'll have &-digit
tables, go on to step 4

4 Dial #305, then dial the number of tables (0 through 8) that should be
6-digit tables.

Bf yiin enber: These tables are &-digil:
FHED Mone
# 3051 Table 0 only
M52 Tables 0 and 1
¥ 3053 Tables @, 1, and 2
# 3054 Tables § through 3
& HI55 Tables D through 4
¥ 55 Tables 0 throwgh 5
§ 57 Tabdes O through &
#3058 Takles 0 through 7

5 Get the form for the table that you want to administer. Note that the
codes for steps 6 through B are preprinted on the form.

Dial the I-character code #A.
Dial the table number {0 through 7).
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8 Dial the number (0 through 99) of the entry that you want to add, .
change, or remove.

For é-digit tables, entry 00 is the area code and entries 01 through 99 are
exchanges within that area code. For 3-digit tables, all the entries are area
¢odes or exchanges.

8 To remove the entry, touch Drop (touch Drop and then touch Enter if you
have a display console). To add or change the entry, go on to step 10.

10 Dial the entry, that is, the area code or exchange recorded in the bank on
the form.

NOTE: If you have a display consale, it enters editing mode automatically
when you dizl #6. The display shows the entry as you dial it.

— If the entry is correct, touch Enter to send the information to the
control unit.

— Tfit isn't, use Backsp or Clear to erase incorrec! characters, redial the -
entry, and then touch Enter.

11 Repeat steps 6 through 10 for each table entry you want to administer,

If you need to administer the Pool, Crther Digits, and Absorb sections of
vour tables, go to step 3 of the procedure headed "Administer Pool, Other
Digits, and Absorb Sections of ARS Tables.” If not, go on to step 12
below.

12 If you have a printer connected lo your system, you can get a printout of
the complete set of the ARS tables that you've administered for your
system. Figure 3-13 shows 2 portion of a typical printout. Mote that the
columns headed *Absorb® and *Other Digits® in the tables appear in
reverse order from the way they appear on the forms you used to plan
your tables. To get a printout, dial the 4-character code #5302,

The green light mext tn Message flashes. When the printoat is rompleted, you hear @ beep
i Phe grecr fight next to Message bevomes steady.

Deon't go on e step 13 until you hear the beep or you'll get an incomplele
printowt, Don’t remove the printout until you've completed slep 13 or
your page alignments will be affected.

13 Touch Message.
The lights rexf fo the administration mode buttons flash sgain.

14 o oon to administer another feature or leave administration mode 'I:l}'
sliding the T/F switch to the center position.,
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[FIGURE 3-13 Typlcal Automalic Routs Selection tables.

AUTOMATIC ROUTE SELECTION
BRS IS: ACTIMVE WHEER OF & DIGIT TABLES: 2

TARLE ©: AREA CODEJEXCHAMGES
o0)212 OL)256 02327 03)258 043251 051232 D6)262 OT)254 08)258 OF)257
10zzl liywzz 12228 137225 183727 157228 161233 1734 1483759 193242
0j2e3 211321 E2)RS 23333 24)334 23)38D 26384 TT)3GE 2B)IM0 27)371
B0}374 J11382 37)358 33)39F B4)45E 351451 36)440 3T)4E0 38)866 3F)LED
G051 417557 42)4B7 43)483 843409 L3}aFD LE)EFL &T)--- B8] AF])eee
Sy~ 517+ 52)--- 53)--- S&)--- B)err S6)eve 370 88y 55) -
83} --- 61} -- 62) -+ E3).- E4]--c E3)-- B5Y -~ B1)rer BGB)-oc BF)---
POy~ Thyeer FEyoee THpoo- Th)-- TEYeer TE)es TT)--- TBYres 791~
80)--- 81)--- B2)..- 83)-.- BA)--- BE)-- BE}os BT}oe Bay--- 89)---
S0y $1).-- FE)--o GF)e-. BA)-- E)ees FE)ee FT-o GEY--- FI)ee
FOOL poSORE  OTHER DIGITS -

E:]E_-;ﬂ ] T s

TYPICAL & DIGET TASLE

TAELE 7: ARER CODE/EXCHANMGED

D0)E0s 01716 027217 03)516 04)203 053400 DE)ELT 07413 04)514 OF)71T
10)21% 113412 129814 13)716 14)607 153315 16)513 177802 183603 193207
203301 213202 251302 ZH)ALF 24)216 25)513 26)EL4 271304 261700 791804
Wy706 313919 IZ)EO3 FHJSIT 3aja0a 35)205 E)FOL 37IELS 331502 39606
407812 411317 423219 43)313 84)517 A5)616 &6)F06 ST4T13 481414 &F}E0S
SO)ELS S1)31Z 52)30% 53)217 54)E18 55} 56)--- H)e-- 3Bl 53)- - -
&0y - - - &1y .- BZ)--: E3)--- HE)- - £5%-.« BA)--- E7)r-- GBY--s &9y - --
0Y--- Y- TE}oor 7). T4 -+ ThYeoo TE)-- T7}--- 78 TH)---
BOy--- 813--- 82)-.- 83)--- Buj-- B4 BE)--- §7%y--- B8] =- BY)---
oy - - - 1y W2Y--- 93y--- Fa)-- FE}- - - QEY--- Faee QE}--- 9oy -

PO hESORA QTHER DIGITS

03893 O reeeeeesan tmprmmaianm
13695 o craramanan rAra s
2} e meeemauan teammemmaLan
3y--- - tapeme e tamtee--an
43 - . A AEnmra e
5y--- e amesssasn Wrmemma

TYPICAL 3-DIGIT TABLE
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Administer Pool, Other Digits, and Absorb Sections of ARS Tables ‘
Your completed forms for ARS Tables 0 through 9 list line pools to which

calls should be routed. The forms also list any other digits or absorplion

codes needed to place calls on those line pocls. The form for the Special

Number Table may contain an access code that you need to administer.

To administer the Pool, Other Digits, and Absorb sections of your ARS tables,
follow the procedure below. If you're changing an existing table, be sure to
record the change on the appropriate form.

1 If you haven't already done so, enter administration mede by sliding the
T/F switch to P and touching Conference twice.
The h:arhr.s Push oead e Adm Tel, Adny Poal, Message and Speaker.

2 Touch Message.
The lights nexi to the administralion mode bullons stop flaghing. The green light next fo
Mesgage réiraiis aii.

3  Get the form for the table you're administering. Nate that the codes and
numbers that you enter in steps 4 through & are preprinted on the form.

4 Dial the 2-character code 87
Dial the table number (0 through ).

& Dial the number of the entry (0 through 5) that you want 1o add, change,
OF FEMave.

7 To remove this entry, touch Drop (touch Drop and then touch Enter if
you have a display conscle}, To add or change this entry, go on to slep . ‘

8 Dial the pool number (% or 890 through 899) that you recorded on the
form under the heading "Poal.”

& If special digits and chazacters are required in grder to place calls on this
line pool, dial the digits that you recorded on the form under the heading
"Other Digits.”

*Other Digits* entries can include wp to 20 characters. Characters
permitted: 0 through %, pause (Hold), a timed swilchhoeok flash (Recall),
and Touch-Tone enable (Transfer), A # is no! permitted. Make sure to
enter the required number of pauses between the access code and the
account code for an alternate long distance company. The average
number of pauses required is four. You may find, however, that your
system works best with either more or fewer pauses. Be sure to add a
pause after the account code as well.

NOTE: If you have a display console, it enters editing mode automatically
when you dial #7. The display shows the table number, entry number,
and entry as you dial them. Check to be sure the characters on the
display are correct.

— If they are, touch Enter to send the information to the control wnt,

— If they arcn’t, use Backsp or Clear to erase incorrect characters, redial
the entry, and then fouch Enter.

This information also applies to steps 10 and 12.
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10 Tf the system should absarb one or more of the digits the caller dials in
order ta place calls on this line pool, follow these steps:

a Perform steps 4 through 6.

b Dial the absorption type that you recorded on the form under the
heading “Absorb.®

0 = No absorplion

1 = Absorb leading 1

2 = Absorb area code

3 = Absorb 1 + area code

4 = Absorb 1 + exchange

5 = Absorh 1 4 area cods 4 exchange

n

1f you have a display console, check to be sure the entry shown on the
display is correct. Change it, if necessary. then touch Enter. -

NOTE: If you change the pool number or other digits for an entry that
has absorption type 1 through 5 associated with i, the system
automatically changes the absorplion Lype to 0 {no absorption). You
must perform step 10 again if you want to réstore an absorption type
ta an entry that you've changed.

11 Kepeat steps & through 10 for each table entry you want to administer.
You must perform these steps in order to add a new entry or change the
poal number, other digits, or absorption type of an existing entry.

12 To add, ¢hange, or remove an access code that must be dialed o reach the
numbers on the Special Number Table, get the form for the Special
Numhber Table. Make sure that the information under the heading "Other
Digits® is correct. Then dial the 4-character code #8500 and take one of
these actions:

— To add or change an access code, perform step 9.
— Ta remove an access code, touch Drop.

1f you have a display console, check the display to be sure the entry is
comrect, Change it, if necessary, then touch Enter,

13 If you have a printer connected lo your system, you can get a printout of
the complete set of ARS tables. Figure 3-13 shows a typical printout. To
order a printout, dial the 4-character code #o02.

The green light next fo Message flashes. When the printout is complete, you hear & beep,
anid the greem light next fo Message remains o

Don't go on to step 14 until you hear the beep or you'll get an incomplete
printout. Don’t remove your printout from the printer untl you complete
step 14 or your page alignments will be affected.

14 Touch Message.
The lights next to the administration made buttons flash cgain.

15 Co on to administer another feature or leave administration mode by
sliding the T/P swilch to the center position,
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ASSIGN YOICE
TERMINALS TO GROUPS

FOR GROUP PAGE

With the Group Page feature, people in your business can page & group of
co-workers through their voice terminals, without disturbing anyone else.

Get your completed Group Page Form and follow the procedure below Lo sel
up or change paging groups.
1 1f you haven't already done so, enter administration mode by sliding the

TIP switch to P and touching Conference twice.
Lights flash next o Adm Pool, Adm Tel, Message, and Speaker.

2 Touch Message.
The lights next to the adminiztration mede hattons sfop flashing. The grem light mexf fo
Message remmains o,

3  Dial the 3character code #66.

4 Dial the number of the paging group (1 through 7) that you want to
administer.

§ Refer to your completed Group Fage Form to see which voice terminals
should be assigned to this paging group. Perform one of the following
oparations:

— If you have Auto Intercom buttons for your voice terminals, the light
mext to each bukton shows whether the voice tecminal 5 assigned (o
this paging group. Touch the Auto Intercom button to add a voice
terminal to or remove it from the proup. Each successive touch gives
you one of these codes:

Steady green Iight on
Greent light off

waicr termina! % paging group
voice ferming! fsn'f i peging eroup

— Tf you don’t have Auto Intercom buttons for your voice terminals,
perform ane of the following operations to add a voice terminal fo or
removie it from this paging group:

= To add a voice terminal to the paging group, touch Hold, then
dial the voice terminal’s intercom number.

= Toremove a voice terminal from the paging group, touch Drop,
then dial the woice terminal’s intercom number.

= Toremove all the voice terminals from the paging group, touch
Drop, then touch *,

When you use the Hold and Drop buttons, the consale beeps if the
system can't carry out your instructions.  For example, you may hear a
beep when you try to add a voice terminal to a paging group. This
means the group already containg the maximum of 10 voice terminals
o1 the vouce terminal is already assigned to the group.

6 Repeat steps 3 through 5 for each paging group for which you want to
assiEN of remave voice terminals,

7 If you have a printer, you can get a printout to make sure your paging
groups are set up the way you want them. A typical printout appears in
Figure 314, Te order a printout, dial the 4-character code # 303,

The green rg'g.hi mexi fo H“n.ﬁ\e l|"'.J.|.'..|1r.'|. When the pn'nlml! H L'ﬂ.mpf:'l‘-!'rl'_. YOH hear a h‘e‘]::'
and the green light rext fo Message hecome steady.

Don't go on to step & until vou hear the beep or you'll get an incomplete
printout, Wait to remove your printout until you've completed step 8 or
your page alignments will be affected.
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SET UP GROUP CALL
DISTRIEUTION

8 Touch Message.
The lights nexf fa the admiristration mods buttors flash again.

§ Continue to administer your system, or leave administration mode by
gliding the TIF switch to the center position.

FIGURE 3-14 A printoul of paging groups.
A Grou # BSl: 10 12 15 16 17 1B 19 & 3 3

A Group # BE2: 11 3 X 32 3 M 3 3 3T 55
A Croup # BG3: 13 1 22 B M X T O OTE
A Groun 4 Ba: 12 15 19 @4 2 30 M O3 32 56
A Croup # BES: 10 14 2B &F 48 52 6 T2 Te 79
L Group # BSS. 42 &% 50 51 52 E0 6l 62 66 &7

A Group # 887 20 021 2 X 3L 32

When you assign vaice terminals to 2 Call Distribution group, intercom calls
are distributed egually among the available members of the group. Each
intercom call placed to that group rings at the voice terminal of the group
member whase turn it is to take the next call.

If you also assign outside lines or line peals 1o a Call Distribution group, the
system directs each incoming call on those lines to the next available voice
terminal 10 the group.

Check the Call Distribution Growps part of your Group Call Distribution
Forms to see which vaice terminals should be assigned to each Call
Distribution group. Check your Call Distribution Groups LineiLine Pool
Assignments Form to see which lines andfor line pools, if any, should be
associated with each group.

Follow the procedure below to assign voice terminals Lo Call Distribution
groups and to associate outside lines or line pocls with groups.

1 If you haven't already done so, enter administration mode by sliding the
TIP switch to P and touching Conference twice.
Lights flash mest fo Adm Pool, Adm Tel, Message, and Speaker.

2 Touch Message.
The lights mext o the adminisiration moxds buttons stap flashing. The greem dight next lo
Message reming on.

3  Dial the 3-character code 87,

a4 Dial the number of the Call Distribution group (0 through 5) that you
want to set up or change.
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5 Perform one of the following operations to assign voice terminals to Call ‘
Distribution groups:

— If you have Auto Intercom buttons, touch the Auto Intercom button of
each volce terminal that you want to add to or remove. Each
successive touch gives you one of these codes:

Green light on ™= voice lermina! (5 in the Call Disfribubion group.
Green light off = voice hermana! isnt't in bhe Call Distribubion group.
— If you don’t have Aute Intercom buttons, perform ane of the following

operations for each voice terminal that you want to add to or remove
from this Call Distribution group.

» To add the voice terminal to the group, touch Hold, then dial its
intercom: number.

#  Toremove the voice terminal from the group, touch Drop, then
dial its intercom number.

» To remove all the voice terminals from the group, touch Drop.
then towch *.

If you use the Hold or Drop button, the console beeps if it cant
perform the operation you specify. It beeps, for example, if the voice
terminal you're trying 1o add is already in the group.

& Check your form to see which lines andlor line pools, if any, should be
assigned to this Call Distribution group, Green lights show next to the
buttons of any lines that are already assigned to the group. Red lights
show next to the buttons of all lines that are part of line pools. ‘

7 To associate lines or line pools with this group or change line assignments
vou've already made, touch each line button until the light next to the
button shows the appropriate code. Touching the button of any line in a
line pool changes the status of the whole line pool.

Green Tight on == ficg or ling pool i3 agsigrad fo the Call Distribulion group.
Green light off = line or line pocl Gr't essigred o dhe Call Drestribulaon groap.

& Repeat steps 3 through 7 for each Call Distribution group you want to set
up or change.

8 If you have a printer, you can réquest a printout like the one shown in
Figure 315 to make sure your Call Distribution groups are set up as you
want them, To get a printout, dial the 4-character code 7 %06,

The green light mext fo Message flzshes. When the printoar 3 completed, you haar g beep
and the green light néxt fo Message hevornes steady.

Don't go on to step 10 until you hear the beep or you'll get an incomplete
printout. Wait to remove your printout until yvou've completed step 10 or
your page alignments will be affected.

10 Touch Message.
The lighls next to the administralion meode bullons flash,

11 Continue to administer your system, or leave administration mode by
gliding the TP switch to the center position.

354 Elep 4 Cusiomize with Opticnal Systemwice Fesiures



SET THE SYSTEM FOR
ONE-TOUCH CALL
HANDLING

FIGURE 3-15 A printout of call distribution groups.
A Crowpd BP0 10 11 12 13 ls 15 16 17 X 26 3 M XM W

A Growps B71: 10 21 22 37 03} 43 47 51 SR 61 &3 &L &9

B2 8 u

5 35 47 44 S0 56 57 58 B £3

1]
A Croups 872: 41 51 55 54 £ 0 71 72 7P 74 T3 OTE 7T WA
A GCroupd 873 28 31 32 M

k2

A Groups 874: 16 2% M3 T 37 M &0 ALF &5 &5 &% 52 53 &

B Growpd 5750 70 Y T2 T3 e TB P

Check your System Configuration Form to verify the one-touch call handling
option that you selected, One-Touch Transfer or One-Touch Hold with Call
Announcement. If this is @ new system and you want One-Touch Transfer,
the default setting, you don't need to perform this procedure.

To administer One-Touch Hold with Call Announcement or to change from
Omne-Towch Hold with Call Announcement to One-Touch Transfer, follow the
procedure below.

1 1f yeuw haven't already done so, enter administration mode by sliding the
TiP switch 4o P and touching Conference twice.
Lights fiash next o Adm Pool, Adm Tel, Message, ard Speaker.

2  Towch Message,
The lights mext fo the administrotion mode bullons stop fleshing. The green light rext o
Message remains oo,

3 [hHal the 4-character code #3135, then pecform one of the following
operations:

— If you want One-Touch Transfer, dwal 0.
— If you want Ome-Towuch Hold with Call Annowncement, dial 1.

4 1f you have a printer connected to your system, you can make sure that
you've selected the ophon you want by printing cul a System Information
Report. A typical printout appears in Figure 3-16, with the entry for One-
Tauch call handling highlighted. Te order 4 printout, dial the 4-chasactes
code #5905,

The green light next do Message [lashes. Wi the printout s compleled, you hesr & bery
and the green light siext o Message becomes Shandy.

Don't go on 1o step 5 unti you hear the beep or you'll get an incomplete
printout. Wait to remove your printout until you've completed step 3 or
your page alignments will be affected.

& Touch Message,
The Tights rext 1o the admimisiration mode buttans flash agaim.

6 Continue to administer your system, or leave admindstration mode by
sliding the T/F switch to the cénter posilion.
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FIGURE 3-16 A printout of & System Infermation Report, with Dne-Teuch call
handling option highlighted.

A SYSTEM INFORMATION

DR Incomlng Calls Recosded: YES
S4OR Hinlmuam Call Length: 01 mirutes
Current Date: 1L7ZL'ET

Current Time:  10:3e:28

T I Tw Tx T

Transfer Aeburn Timar: 4

Eﬁ cAstendant Intercen Auto Digl With: Tiansfer

Recall Timer ; 450 maec

System Size | LOALE
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ESTABLISH ENHAMCED The MERLIN Il system offers three options for after-hours telephone
HIGHT SERVICE operation:

+ Might Service with Group Assignment
s Might Service with Outward Restrnction
» Night Service with Time Set

Get the planning forms for the Night Service features you want to administer
and follow the appropriate procedures balow.

Adminlster Night Service with Group Asslgnment

You can set up Night Service groups so that after-hours calls to the group's
atiendant console ring immediately at all voice temminals in the group. Get
your completed Enhanced Night Service with Group Assignment Form and
follow the procedure below to add voice terminals to or remove them from
Night Service groups.
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If you haven't already done $0, enter adinistration mode by sliding the

TIP ewitch to P and touching Conference twice.
Lights flash next i Adm Pool, Admy Tel, Message, ond Speaker.

Touch Message.
The lights next to the administration mode Buttons stop flashing. The green light rext to
Message remding o

Dial the 4-character code ¥ 307,

Dial the intercom number of the attendant for whom you're setting up or
changing a Night Service group.

If you have en Auta Inlercom mebon for the atlendant’s comselr, the green light mext to the
Butfin flashes rapediy.

Perform one of the following cperations:

— If you have Auto Intercom buttons, touch the Auto Intercom button
jor each voice terminal that you want to add to or remove from this
attendant’s Night Service group. Each successive touch gives youone
of these codes:

Green light on = woice ferminal is i the Might Sermce group
Green light off = vaice termingl 'l in the Night Serancs grosp.

= If you don’t have Auto Intercom bultons, use the dial pad to add

volce terminals or remove them from this Night Service group.

= To add a voice terminal to the group, touch Hold, then dial its
intercom number.

»  Ta remove a voice terminal from the group, touch Drap, then dial
its intercom nusnbear.

*  To remove all the voice terminals from the group, touch Drop,
then touch *.

If you use the Hold or Drop batton, the console beeps if it can’t
perform the operation you specify. It beeps, for example, if the voice
terminal you want to remove isn't in the group.

Repeat steps 4 and 3 for each Night Service EroUp you want to set up or
change.

If you have a printer, you can order a printout to make sure your Night
Service groups are set up the way you want them. Figure 3-17 shows a
typical printout. To get a printout of the Night Service Information Repart,
dial the 4-character code #9207,

The green light next fo Message flashes. When the printout is compleled, you hedr @ becp
and The green light next to Message beromes sleady,

Don‘t go on to step & until you hear the beep or you'll get an incomplete
printout. Wait to remeve your printout until you've completed step & or
your page alignments will be affected.

Tonach Message.
The lghts mext fo the adwinistration made bullons flzsh.

Continue to administer your system, or leave administration mode by
sliding the TP switch ta the center position.
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FIGURE 3-17 A printout of & Kight Service information report.
A  HIGHT SERVICE IMFORMATION
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Administer Night Service with Oulward Restriction
Get your completed Qutward Restricted Night Service Form and follow the
procedure below to set up or change your:

& Password
+ Night Service allowed list
¢ Night Service Exclusion list

NOTE: While Night Service with Outward Restriction is in effect, voice
terminals on the Night Service Exclusion Tist retain any call restrictions
placed on them during normal working heurs. They aren’t prevented in
any other way, hewsver, from being used for outside calls, These voice
terminals can be used to place emergency calls.

Follow these steps to administer Night Service:

1 If you haven't already done so, enter administration mode by sliding the
TIT awitch to P and touching Conference twice.
Lights flash next lo Adem Pool, Adm Tel, Message, ard Speaker.

2 Touch Message.
The lights next fo the administration mods buttors stop flashing. The green light nexl o
MWessage romaing en.

3 To administer a password for your syster, dial the 4-character code #309,
then perform ene of following operations:

— To create a new password or replace an existing passwerd, dial any 4
digits. You can use the digits 0 through 9 in any combination.

— To remove an existing password, touch Drop.

4 To administer a Might Service allowed list, dial the 4-character code #2310,
then perform one of the following operations:

— Toadd or change an emergency telephone number, dial the entry
nember (0 to 9) of the telephone number on the list, then dial the
pumber itself (maximiem of 12 digits),

For example, if the first entry on your Night Service allowed list were
555-1000, you would dial #310, then dial 05551000,

— To remove an existing emergency telephone number, dial the entry
number (0 to 9) of the telephone number on the list, then touch Drop
(towch Drop and then touch Enter if you have a display conscle).

NOTE: If you have a display console, it enters editing mode
automatically when you dial #310. The display shows the emergency
telephone number as you dial it.

= i the number is correct, touch Enter to send the information to
the contral wmnit,

» If it isn't, use Backsp or Clear to erase incorrect characters, redial
the number, and then touch Enter.

5 Repeat step 4 for each number you want to add, change, or remove from
your Might Service allowed list.
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& To assign voice terminals to the Night Service Exclusion list or remove .
them from this list, dial the 4-character code # 308, Then perfarm one of
the following operations:

— If you have Auto Intercom buttens, touch the Auwto Intercom button of
cach voice terminal until the light next to the button shows the
appropriate code:

Green light on = woice lerminal is on the Exclusion i,
Green light off = woice termingl isn't on the Exclusion fish.

— I you don’t have Auto Intercom buttons, use your dial pad to add
voice terminals 1o or temeove them from the Exclusion list, as shown
below:

» To add a voice terminal to the list, touch Hold, then dial its
intercem pumber.

» To remave a voice terminal from the list, touch Drop, then dial its -
intercom numker,

» To remove all the voice terminals from the list, touch Drop, then
touch *.

If you wse the Hold or Drop bulton, the consale beeps if it can’t
perform the operation you specify. It beeps, for example, it the voice
terminal you want to add is already on the list.

7 U you have a printer, you ¢an get a Night Service Information Report
showing the Night Service password, the allowed hist of emergency
telephone numbers, and the Exclusion list, if you have one. Figure 3-17
shows a typical printout. To get a printout, dial the 4-character code #9307,
The green light nex! lo Mesgage fisskes. When the printout @ completed, you hear @ beep
and the gresn light eyt 1o Message betomes steady.

Don't go on to step 8 until you hear the beep or you'll get an incomplete
printout. Wait to remove your printout until you've completed step 8 of
your page alignments will be affected.

8 Touch Message.
Thee lights next to the administration mode buffores flash again

9 Continue to administer your system, o1 leave administration mode by
sliding the T/ switch to the center position,

Administer Night Service with Time Set

Might Service with Time Set turns Night Service on and off automatically at
the times you specily for each day of the week. You can suspend this
automatic timer feature temporarily when there is @ midweek holiday or an
unexpected facility closing. You can reactivate Night Service with Time Set
when your business returns to its normal schedule.

Perform the procedure below to set or change the times when Night Service
goes an and off each day. If you want Night Service to remain on for the full
24 hours on days when your business is closed, don’t set start and stop times
for those days. If vou administer stop and start times for Friday and Monday,
for example, but set no times for Saturday and Sunday, your system will turn
on Night Service en Friday evening and leave it on until Monday morning.
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NOTE: Keep in mind that if you change settings for the current day
while Might Service is in effect, the system turns Might Service off
automatically. For example, if today is Thursday and you change the
time Might Service should go off on Thursdays, Night Service will go
oif immediately, If this happens, you'll need to reaclivate Might
Service manually, as described in * Activate or Suspend Enhanced
Wight Service with Time Set.*

Get your completed Enhanced Night Service with Time Set Table and fellow
this procedurs:
1 U you haven't already done $o. enter administration mode by sliding the

T/P switch to P and touching Conference twice.
Lights flash nest to Adm Fool, Adm Tel, Message, and Speaker.

2z Touch Message.
The lights rext 1o the administration mode bublons step fAashing, and the green lght nexl
i Message remaims Jn.

3 For each day of the week in turn, sel the time of day when you want
Might Service to go on autematically. You must perform both step a and
step b for each day, Remember that if yvou want Might Service 1o stay on
throughout the day, on Sunday, for examnple, you don't set an "on® or an
*off* time for that day.

a  [hel the S-character code, as shown below, of the day of the week for
which you're setling a time, then go on to step k.

Sunday = #3110  Wednesday = #3113 Friday = #3115
Monday = #3111  Thursday = #5114 Caturday = £3116
Tuesday = #3112

b Perform one of the following cperations:

» To set or change the tune that Night Service goes on the day
dialed, dial two digits for the hour and two digits for the minute,
in the 24-haur military format.

For example, if you want Night Service to go on at 5:30 pm.,
dial 1730.

» To remove the existing autematic "on” time for the day dialed,
touch Drop (touch Drop and then touch Enter if you have a
display consale). Onee you remove this setting, Night Service
must be turned on and off manually if you want to use it on the
day of the week dialed.

NOTE: If you have a display conscle, it enters editing mode automatically
when you dial #311. The display shows the start ime a5 you dial it.

— If the time shown is correct, touch Enter 1o send the information to
the control wmt.

— If it isn't, use Backsp or Clear to eTase incorrect numbers, redial the
start ime, and then touch Enter.

This alsc applies to step 4 and 5, below.
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4 For each day of the week in turn, set the time of day when you want '
Night Service 1o go off automatically. You must perform both step a and
step b for each day. Remember that if you want Night Service o slay on
thmughuut the day, on a Enuuruizl:,.I for example, don’t set an *off* or an
"on" dme for that day.

a Dial the S-character code, as shown below, of the day of the week for
which you're setting a time, then go on to step b.

Sun.ﬂa}- = HI1X Wednesday = #3123 Friday = #3125
Monday = #3121 Thursday = #3124 Saturday = #3126
Tuezday = #3122

b Perform one of the following operations:

» To set or change the time Night Service goes off on the day dialed,
dial twao digits for the hour and two digits for the minute, in the
24-howur military format.

For example, if you want Might Service to go off at 8:00 am.,
dial 0800,

If you have a display console, check the display to be sure that
what you dialed is correct. Correct it, if necessary, then touch
Enter to send the information to the contral wunit.

= Toremove the existing automatic *off” time for the day dialed,
touch Drop (fouch Drop and then touch Enter if you have a
display consale). Once you remove this setting, Night Service
must be turnad on and off manually if you want to use it on the .
day of the week dialed.

5 If you haven't set the MERLIN 1T clock to the current time as part of Call
Repaort administration, do g0 now. To set the time, dial the 4-character
code #300 plus two digits for hours and two digits for minutes in the
24-howr format,

For example, if the time is &23 am., dial the B-character eode 83000623, Tf
it is 6:23 pom,, chal 7301823,

If you have a display console, check to be sure that what you dialed is
correct. Correct i, if necessary, then touch Enter to send the information
to the contrel unit.

& If you have a printer and want o see a list of the imes you've set for
Night Service to go on and off, go on to step B If you don’t need to see a
printout and are ready to start automatic operation of Night Service, go on
to step 7.

7 Start the automatic operation of Night Service by dialing the 4-character
code ¥313 and the number of the current day of the week (Sunday is 0;
Saturday 15 6).

For example, if today is Tuesday, you dial the 5-character code #3132 to
activate Might Service with Time Set.

Go on o step 9.
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The Hight Service Information Report lists the times Night Service is set to
go on and off each day of the week. Figure 3.17 shows a typical printout.

To get a printout, dial the 4-character code #5907

The green light next to Message flashes. Whent the printoul fs compieted, wou hear 0 beep

and the green light next fo Message broomes sleady.

Den't go on to step 9 until you hear & beep or you'll get an incomplete
printout. Wait to remove your printout until you've completed step 9 or
your page alignments will be affected.

Touch Message.
The Tights rext fa the adminisieation mode buflons flash ogain.

Continue to administer your system, or Jeave administration mode by
sliding the TIF switch to the center position,

Activate or Suspend Enhanced Night Service with Time Set

Cimee you've set the times when you want the syslem Lo tum Night Service
on and off each day, you can enter administraton mode and activate or -
suspend Night Service with Time Set at any time. If you suspend Night
Service with Time Set, Night Service must be turned on and off manuatly at
each attendant’s console.

Follow this procedure to put Night Service with Time Set in place or to
remove it temporarily:

If you haven't already done so, enter administration mode by sliding the
TiI switch te P and touching Conference twice.
Lights flash mext to Adm Pool, Adm Tel, Message, and Spraker.

Touch Message.
The r.:RlllllF nert e the administration meode Buddons oy FM.IHI‘FRI and r&l-'ﬁl"d-e?l ?lE‘J” next
fi Message e oI

To change the status of Might Service with Time Set, perform one of the
operations shown below. Keep in mind that if you set or change the
current day of the week while Night Service is on, it will go off

—  To activate timer-controlled operation af Nig]‘l‘l: Service, dial the
E-character code shown below for the current day of the week.

Sunday = #3130 Wednesday = #3133 Fnday = #3135
Monday = #3131 Thursday = #3134 Saturday = ¥3135
Tuesday = #3132

— To suspend timer-controlled operation of Night Service, dial the
S-character code #3139,

If you suspend Night Service with Time Set, you must turn Might
Service on and off manually. To reestablish timer control of Night
Service, just follow the instructions given above for activating Night
Service with Time Set.

Touch Message.
The lights mext fo the administration bulions flash again.

Continue to administer your system, or leave administration mode by
sliding the TIP switch te the center position.
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ADMINISTER SYSTEM You can assign System Speed Dial codes to telephone numbers that people in
SPEED DIAL CODES your business call often. Then people can reach those numbers by dialing just
the codes.

Get your completed System Speed Dial Directory. Follow the procedure
below to set up System Speed Dial codes.

1 If you haven't already done so, enter administration mode by sliding the
TP switch to F and touching Conference twice.
Lights flash next {e Adm Pool, Adm Tel, Message, ani Speaker.

2 Touch Conference.
A gteady red light shows mext to Adm Tel.

Dxial 0.

4 TDhal the Fcharacter code {#60 through #99) that you want te assign to the
telephone number.

5 If the code is to be a marked Speed Dial code, dial *. A code is marked -
for privacy so that the number it represents, such as a telephone number
with an access code, isn’t printed on Call Repart records.

& Dial the telephone number. Include the leading 1 where required. If your
system is pooled with Dial Access, include the pool number on which the
call should be placed in the Speed Dial code.

NOTE: It's best to include a pause between the pool number and the
telephone number (touch Hold) when you administer a Speed Dial code
that includes 8 pool number. ‘

A number for a marked Speed Dial code can have a maximum of 39
characters; a number for an unmarked Speed Dial code can have up to 40
characters. These characters can include Hold (Fause) for a pause, Drop
(Stop) for & stop, Transter for Touch-Tone enable, and Recall for
switchhook flash.

MOTE: If you have a display conscle, it enters editing mode automatically
when you dial the System Speed Dial code. The display shows the
telephone number, including any special characters, as you dial i,

= If the number i& correct, touch Eater to send the information (o the
contral whit.

— If it 1sn't, wse Backsp or Clear to erase incorrec! characters, redial the
nuurnber, and ther fouch Enter.

7 Repeat steps 4 through 6 far each System Speed Dial code you want to
asgign.

g8 Touch Conference bwice.
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g If you have a printer connected o your system, You can follow the
procedure below to get a printout of your System Speed Dial code
numbers. Figure 3-18 shows a typical printout.

& Touch Message.
The lights niex! to the administration mode butlons stop fashing, The green ligh! nexl
to Message femams on.

b Dial the &-character code #3501
The green light next to Message flashes.

All 40 codes (#60 through #99) are printed out, even if some aren’t
yet assigned to telephone numbers. If a number includes special
characters, they will appear as ¢ for Touch-Tone enable, s for stop, p
for pause, or r for recall.

When the primiout is completed, yoic hear @ beep ditd the green fight next to Message
hepames Standy.

Dion't go on o step © until you hear the beep or you'll getan
incomplete printout, Don’t remaove your printout until you complete
step ¢ or your page algnments will be aftected.

¢ Touch Message.
The Iights next to fhe admirairation mode butlons fesk agoen.

10 Continue to administer your system, or leave administration mode by
sliding the T/P switch to the center position.
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FIGURE 3-18 & printout of Sysiem Speed Dial code numbers.

i’ SYSTEM SPEED DIAL MUMEIRS

Olal Code # &0 1028550500

Dial Code § E1: 1202S55TATE

Dlal Code g 67: 1029550550

Oial Code § 63: 12025331119

Dlal Code § &4:; JBDOSSSTFIT

Oial Code §F &5: 12125550858

Oilel Code § &&: 1Z125535%00

Dial Code § &67: 16075530119

Oiml Code # 68: 12155551966p1577p3225

Dial Code # &%: 1a05S5EFR40RS0ESZS0ATSGOT
Oiml Code # 70: 1713555110005775pl 79556
Digl Code # 71: 1714555302 0ppSsOtaTllopE2ss
Dlal Code § 72: lo0&S554164& .
Oial Code g 73: *15904555T7034

Oial Code # T4: *1BOBSSSORLS

Dlal Code # 75: H521000

Dial Code §F 761 16095558071

Cial Code @ 77: *Le0sssS50000po S 0es s al0nd a5
Olal Code # 78:

Olal Code # 75:

Oial Code § g0:

Digl Code § &1:

DEal Code g 42!

Dial Code ¢ 83!

Dial Code 2 84,

Dial Coge @ 45

Diel Cooe @ 85;

Digl Coge # 4T

Diel Coge § 85;

Diel Code @ 89;

Dial Code # 30:

Dial Code § 31:

Dinl Code & F2:

Dial Code # 33

Dial Code g 94

Dfal Code g 95

Dial Code ¢ 56

Dipl Cod= 4 97!

Cinl Coge & 58

Dipl Code § 99:
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ADMINISTER CALL
REPORT OPTIONS

The Call Report feature, also known as Station Message Detail Recording
{SMDR), provides records of outgoing calls only or of buth incoming and
outgoing calls. To use this feature, you need a 1200-baud printer with an
BS-232.C interface comnector,

NOTE: If you haven't already set the time as parl of another feature,
you'll need to do so for Call Report. If you perferm step 3, below,
while the Night Service feature is in effect for your system, Night
Service will go off. You'll need to follow the procedure in "Activate
or Suspend Enhanced Night Service with Time Set" to reactivate it,

Get your System Configuration Form and fellow the procedure below Lo
administer Call Report options.

1 If you haven't already done so, enter administration mode by sliding the
TiT switch to P and touching Conference twice,
Lights fiask next fo Adm Pool, Adm Tel, Message, a4d Speaker.

# Touch Message. -
The lights mex! to the adwinistration mode bubions stop fiashing. Thr green light next fa
Messape rermzins on.

3 1 you haven't already set the current time of Your system for use with
the Night Service feature, do so now for Call Repart. Dial the d-character
code @300 plus two digits for hours and twa digits for minutes in the
24-hour format,

For example, if the time is 6:23 a.m., dial the B-character codde # 3000623, If
the time is &:23 p.m., dial the 8-character code # 3001823,

NOTE: If you have a display console, it enters editing mode automatically
when you dial #300. The display shows the cumment time as you dial it-

— i the time is correct, touch Enter to send the information to the
eoptrod unit,

— it isn't, use Backsp or Clear to erase incorrect numbers, redial the
time, and then touch Enter.

This alsa applics to step 4, below.

4 To set the date, dial the 4-character code # 301 and then dial two digits for
the month, two digits for the day, and two digits for the year.

For example, if the date 18 March 13, 1987, dial the 10-character code
# 301031587,

I you have a display console, check to be sure the date shown on the
display is correct. Make changes, if necessary, then touch Enter to send
the information to the control unat,

§ The system is factory-set to record all calls that last at least 1 minute. To
specify a minimum length of mare or less than 1 minute, dial the
4-character code #3%0 and then dial twe digits for the number of minutes
you prefer.

For example, if you want to specify a minimum length of 2 minutes, dial
the 6-character code #39002. To specify a minimum of 0 minutes, the
enly minimum length shorter than 1 minute that the system can sal, dial
the f-character code # 38000
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& The system is factory-5€l to print records of both incoming and outgoing ‘
calls. To change that setting or to return to that setting, if your system
has already been changed, dial one of the foliowing codes:

= Tf you want both incoming and outgoing calls recorded, dial the
S-character code #3911

— If you want only cutgoing calls recorded, dial the 5-character code
# 3910

7 “You may want to verify that Call Report is administered the way you want
it. A typical printout of Call Report (SMDR) options is shown in
Figure 3-19. To get 2 printout of the minimum call duration and types of
calls reported, dial the B-character code #3590 F 500,
The green light next fo Message flashes,

When the printout is completed, a beep sounds and the green light nest
o Message becomes steady.

Don't go on 1o step & until you hear the beep, or vou'll get an incomplete
printout. Don't remove your printout until you've completed siep B or
your page alignments will be affected,

8 Touch Message.
The lights next de the adriinistoation miode buttans flash agaie.

8 Continue (0 administer your svstem, or leave administration mode by
sliding the T!T switch to the center position,

FIGURE 3-1% A printout of Call Report {SMOR) optlens.

A SHOR O0PTIONS

A SO Incomirg Calls Recorgded:; YES
A SR Hinimuom Call Length: 00 minutes

Resetting the System for the Call Report Fealure

Your MERLIM I system is factory-set for the Call Report feature, but this
setting can be changed through administration. U you aren’t receiving
reports on calls, the Call Repart feature may have been deactivated. Try
perorming the procedure below to reactivate Call Report.

1 I you haven't already done so, enter administration mode by sliding the
TiP switch to P and touching Conference fwice.
Lights flask rext lo Aden Pool, Adm Tel, Message, and Speaker.

2 Touch Message,
The lights next o the cdministzation mode buttors stap flashing.  The green light next fo
Message remains on,

3 [Hal the S-character code ¥ 3160,

4 Touch Message.
The .lu;,_.-_-rrrs mext fo fhe adneipisfration noode balfons lﬁ'.ijr'.'_

5 Continue to administer your system, or leave administration mode by
sliding the T/ switch to the center position,
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SET THE RETURN
INTERVAL FOR
TRANSFERRED CALLS

set Your Printer to Scroll to the Top of the Page

Normally, your printer scrolls to the wp of the nesl page and prints a new
header when it completes a repert. If the heading is being printed in the
middle of the page, reset the printer by following the procedure below.

3 Turn off the printer and scroll the paper to the tap af the next page.
2 Tumn the prnter on.

3 If you haven't already done so, enter administration mode by sliding the
TIP switch ta P and touching Conference twice.
Lights flash rext lo Adm Pool, Adm Tel, Message, and Speaker.

4 Touch Message.
The lights next o the administration mide buttons stop flasking, end the grem light next
fo Messape rewaing o,

Dial the 4-character code #3595,

Touch Message.
The lights next do the admimetralion modr Butions fiosk.

7 Leave administration mode by sliding the TP switch to the center position.

Refer to your System Configuration Form 1o see how many times a transferred
call should ring before it returns to the voice terminal from which it was
transferred. Il you selected a number ather than 4 rings (the default setting),
follow the procedure below to set the return interval for transferred calls.

1 1f you haven't already done so, enter administration mode by sliding the
TIP switch to P and touching Conference Lwice.
Lights flash mest fo Adm Fool, Adm Tel, Message, and Speaker.

2 Touch Message.
The lights next 1o the adwinistralion modr budicels Stop flashing. Thr green light ezt to
Message remains o,

% [Hal the 4-character code B 306,

4 Dial a number from 1 through 9 to indicate how many times a transferred
call should ring before returning. I you dir't want transferred calls to
refurn, cial 0.

5 If you have a printer, you can get a System Information Report that shows
the number of times a transferred call rings before it returns to the oniginal
voice terminal. A fypical printout appears in Figure 3-20, with the transfer
retusn interval entry highlighted. To get a printout, dial the 4-character
code #3205,

The green light next to Message flashes. Whn tae prirtout (s completed, you hear A beep
and The greem light next to Message becomes sheady.

Don't go on to step & unlil you hear the beep or you'll get an incomplete
printout. Wait 1o remove your printout until you've completed step b or
your page alignments will be affected.

& Touch Message.
The I‘igh.ls pert to the adeministrafion medd burrons J']il&"l.

7 Continue to administer your system or leave administration mode by
sliding the TIF switch to the center position.
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FIGURE 3-20 A printout of & System Information Repart with Return Interval for
Transterred Calls highlighted.
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SPECIFY RINGING-ON- If your system has the Music-on-Hold feature, it's factory-set to previde music

TRANSFER while calls are being transferresd, If you don’t have the Music-on-Hold
feature, the system is factory set o provide no sound while calls are
transferred. [f you prefer, you can set the system so that callers hear nnging.

Follow these steps to change what callers hear while calls are being
transferred:

1 If you haven't already done so, enter administration mode by sliding the
TiP switch to P and touching Conference twice.
Lights flash rext fo Adm Pool, Adm Tel, Message, and Speaker,

2 Touwch Message. _ )
The lights nexd fo the administrotion mode buttons stop flashing. The gram light next t
Miegsage remains on.

3 Daal the 4<character code #314.
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Dral one of the following digits to specify what callers hear while calls are
being translerred:

= Tmal 0 for music,
— Dl 1 for fnging.

If you have & printer, you can verify that the transfer option is set
correctly by checking your System Information Report, A portion of a
typical printout appears in Figure 3-21, with the entry highlighted. To get
a printout, dial the 4-character code #2053

The greew light next to Message flaskes. When the printout is complele, you hear o beep
and the green light next to Message heromes steady.

Dion't go an to step 6 until you hear the beep or you'll get an incomplete
printout. Wait to remove your printout until you've completed step & or
your page alignments will be affected.

Touch Message.
The Tights rext fo the adminisiration mode butfons flagh.

Continue to administer your system, or leave administration mode by
sliding the T/P switch te the center positien.

FIGURE 3-21 A portlon of a printout of & System Information Repor, with
ringlng or music during transter oplion highlighted.

i Tramafer Return Timer: &

A Bttendant Inbercon Auto Dial With; Transfer

Aecall Timer @ &50 msec

B System Size :  LAAGE

i Sysbem Type @ BUTTON ACCESS

I Muslc on Hele Lime @ 15

] Paging Line @ 16

WAoo Trensfer feecback type : Music o0 Hold

[ Aissering Fositions @ 1D 1& 26 1B 22 M M &2

e
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Step 5: Program Voice Terminals for Office Priorities

FEATURES THAT CAN
AFFECT CALLING
PATTERNS

FORMS AND LABELS

USE CENTRALIZED
PROGRAMMING

When you performed basic administration, you assigned lines and line pools
to the individual voice terminals in your system. You may alse have given
voice terminals call restrictions and assigned them to groups for the
systemwide features Group Fage, Group Call Distribution, and Night Service.

The final step in preparing voice terminals for use involves assigning optional
features to meet individual needs, People can program features on their own
voice terminals or you can do it for them, using the Centralized Programming
feature.

Most programmable features are designed solely for the UsEr's COMVENIENTE.
There are four features, however, that can affect other voice terminals within
the system. They are Ringing Options, Call Coverage, Line Pickup, and
Aulomatic Line Selection. You may want to assign these features yourself or
oversee their assignment.

This part of the manual describes the Centralized Programming procedure. 1t
alsc shows how to program Ringing Options, Call Coverage, Line Prkup,
and Automatic Line Selection at individual voice terminals or from the
administratos/attendant console.

Before you add or change any features on voice tesminals, be sure to record
the changes on the appropriate Voice Terminal Configuration Form.  Also be
sure that the feature buttons on the voice terminals are labeled correctly.

Program Voice Terminals for Office Priorities

Use the Centralized Programming feature.

L

Assign Ringing Options.

L

Assign Cover buttons,

L

Assign Line Fickup buttons,

Assign Autormnatic Line Selection sequences, -

You can use Centralized Programming to assign opticnal features to any voice
terminal from the administrator/attendant console. The procedure is slightly
different for digital voice terminals than for analog voice terminals, however,
This is because the layout of buttons on the digital voice terminals doesn‘t
match that of the analog admunistrator/attendant console.

Button Positions on Analog Yolce Terminals

Whether an analog voice terminal has 3, 10, or 34 buttons, those buttons
appear in the same positions on all sets. Therefore, when vou do Centralized
Frogramming for an analog voice terminal, the buttons on the
administrator/attendant console represent the buttons on the vowe terminal
you're programming. For example, if you touch the top button in the
leftmoat column on the console and enter a feature code, you program that
feature on the top bulton in the leftmost column on the voice terminal.
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Button Positicns on the Digital Voice Terminals

On the 7405 voice terminals, butlons appear in different positions than they
do on the varicus analog voice terminals, as shown in Figures 3-22 and 3-13.
The numbers on the butions in these *button maps® show the comresponding
buttens on the analog administrater/attendant console and the digital 7404
woice terminal.

If you're using Centralized Programming to program a 7406 voice terminal,
refer to Figures 3-22 and 3-23 as you assign features to buttons. Be sure to
touch the button on the administrator/attendant console whose number
corresponds to the button on which you want the feature to appear on the
voice terming], For example, to assign a feature to'the top button in the
middle column of the 7406 veice terminal, vou touch the top button in the
lefernost column on the administrator/attendant console.

Section &, *Reference,* and Section 7, "Quick Reference Guides,” give
complete programming instructions for the various MERLIN 1L system
features, Get the appropriate programming instructions and the Voice
Terminal Configuration Form for each voice terminal you plan to program.
Record on the forms the features that vou're assigning. Then follow the
procedure below to program individual voice terminals.

Procedure for Centralized Programming
Follow these steps to perform Centralized Programming:

1 U you haven't zlready done so, enter administration mode by sliding the

TIP switch to P and touching Conference twice,
Lights flash wext lo Adm Fool, Adm Tel, Message, and Speaker.

2 Towch Conference.
A sheady red figh! shows rext o Adm Tel.

3 Dhal the intercom number or touch the Auto Intercom button, if you have
one, of the voice terminal you want to program.
The red figh! next to Adm Tel govs out. A tone sounds every 5 seconds ko remind you
that you Te programming.  The voice ferminal you're propramminyg can'f be wsed lo make
gr receive calls during dhis finee, and any saillers et & busy sigral

NOTE: If the voive terminal you want Lo program is busy, the red light
newt to Adm Tel and the green light next fo the Auto Intercom button of
the woice terminal, if you have one, flash. You must wait for the voice
terminal to become idle before continuing to step 4. If you prefer not to
wait, you can touch Conference again and sclect another voice terminal to
program, or louch Conference twice to stop Programming.

4 Follow the instructions for programming each feature you want o assign
to this voice terminal. Perform all the steps in the procedures except the
steps for getting into and out of programming mode, (These invalve
sliding the T/P switch for analog voice terminals and dialing #33 and #00
for digital voice terminals. )

5 To program another voice terminal, repeat steps 2 through 4.
& Touch Conference twice.

7  Continue to administer your system or leave administration mode by
sliding the T/F switch 10 the cenler position.
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| FIGURE 3-22 Button location codes for snalog voice terminals.
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FIGURE 3-23 Button location codes for digital T406 woice terminals.,
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ASSIGH RINGING You can customize the line buttons, pool buttens, and Cowver butions on your (
OPTIONS FOR LINE voice tesminals so that outside calls coming in on those lines ring in one of
BUTTONS three different ways: immediale ring, delayed ring, of no ring.

Ringing options for lines are factory-set as follows:
o On attendant consoles, all lines are factory-set to *immediate ring.”
+ On nenattendant voice terminals:

_ Individual lines assigned to line buttons are set to *immediate
fing."

— Pooled lines assigned to line pool buttons are set o "no ring.*

Get your Voice Terminal Configuration Forms to see which voice terminals
should have the ringing patterns of their lines changed. Use Centralized
Programming to assign line ringing options from the administrator/attendant
comsole, or perform the procedure below at each voict terminal, Note that
you can change the ringing ophiens for selected lines or for all the lines
assigned to a voice terminal.

1 Goto the voice terminal you want o program.

2 (O an analog voice terminal, slide the TP switch to P. On a digital voice

terminal, dial #33.
The woice terminal irigs every 5 seconds fo remind you it°s in program made,

3 Perform the appropriate procedure:
_ To change the ring for a specific line, touch its line button. Then dial
the appropriate cede for the type of Tinging vou wani; ‘
= For immediate ring, dial "37.
w Far delayed ring, dial "36.
» For no nag, dial *35.

— To change the ring for all lines assigned to this voice terminal, touch
any line or line pool button (except the Poal Access button). Then dial
the appropriate code for the type of ringing you want:

» For immediate ring. dial *47.
= For delayed ming, dial "345.
= For no ring. dial *345.
4 If you have more features to program on this voice terminal, do so.

5 O an analog voice terminal, slide the T/P switch to the center position to
return to normal operation. On a digital voice terminal, dial #00.

ASSIGN COVER BUTTONS  The Call Coverage feature permits coverage of all lines on a voice termanal
when the covering voice terminal doesn’t share lines witks tha covered voice
terminal.

Get vour Voice Terminal Configuration Forms to see how you planned to use
Call Coverage fFeature. The forms should show which attendant consoles and
voiee terminals will provide primary or secondary call coverage. ‘
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ASSIGH LINE PICKUP
BUTTONS

Use Centralized Programming or follow the procedure below to assign Cover
buttons. '

1 Go to the voice terminal you want ko program.

2 Label the Cover button with the name of the person whose calls will ba
covered (for example, *Cover Susan”).

3 On an analog voice terminal, slide the TIP switch to P, On a digital volze
terminal, dial #33.
The tedce termimal rings every 5 seconds do reminad wou ft iz dr program mode.
4 Touch the button with lights that you've selected to be the Cover button.
§ [Mal *4 to assign primary cOVETage
or
dial *5 to assign secondary coverage.

6 Dial the 2-digit intercom number of the voice terminal you want the  -=
button to cover.

7 Cover buttons are factory-set for no ring. Tf you want to change the ring
option for a Cover butlon, touch the Caver button, then dial the
appropriate 3-character code:

— Dial *37 for immediate Ting.
— Tral =36 for delayed ring.
— Dial =35 for no ring.

If the green light next to the Cover button flashes and you hear a becp,
you haven't performed the procedurs correctly, Repeat steps 4 through 7.

B If you have more features 0 program On this voice terminal, do so. 1f
not, slide the T/P switch to the centes position to retum an analog vuice
terminal to normal operation. On a digital voice terminal, dial #00.

The Line Pickup feature allows a person to pick up a ringing, parked. or held
call at any voice terminal in the system. For example, if the attendant
nnaunces a call over the loudspeaker, the person being paged can answer
the call from any voice terminal in your system. '

People can use the Line Pickup feature without Line Pickup buttons, by
dialing a S-character code. For added convenience, however, you can
program a Line Fickup button for a specific line or a general Line Pickup
button that the person can use with line codes to pick up any line in the
SYStemm,

Get your Voice Terminal Configuration Forms te see which voice terminals, if
any, need Line Pickup buttons. Use Centralized Programming to program
the voice terminal from the administrator/attendant console or follow the
procedure below.

1 Go to the voice terminal that you want to program.

2 On an analog voice terminal, slide the T/F switch to P. On a digital voice
terminal, dial #33.
The voice lerming] rings every 5 seconds fo remind you it is n prOgram muode.
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3 Touch the button that you want to program.

4  Dnal *84.

5 1f you plan te have only one Line Pickup button that will be used with
various line codes as required to pick up calls, go directly to step 6. If you

want to program the Line Pickup button for a specific line, dial the
appropriate line code (01 through 32}

§ If you have more options to program on this voice terminal, do s0. If not,
slide the T/ switch to the center position to return an analog voice
terminal to normal operation, On a digital voice terminal, dial &0,

ASSIGN AN AUTOMATIC The system checks outside lines and makes them available in the order in

LINE SELECTION which they were assigned to individual voice terminals, The red light next to
SEQUENCE the line button shows which line the system will provide when someone lifts
the handset at that voice terminal. -

Y¥ou can use the Automatic Line Selection feature to chinge the order in
which the system makes lines available for outside calls. This feature allows
someone who usually makes calls on a special-purpose line such #s a personal
or @ WATS line to get that line, if it's free, when he or she picks up the
handset,

Get your Voice Terminal Configuration Forms to see which voace terminals, if
any, should be programmed with an Automatic Line Selection sequence. In
assigning Automatic Line Selection sequences, keep these two points in mind:

» When you program several features at ence, Automatic Line Selection
must be the first feature you program.

o An Automatic Line Selection sequence can include up to 8 lines.

Use Centralized Programming or follow the procedure below to assign an
Automatic Line Selection seguence.

1 Go to the voice terminal you want to program.

2 On an analog voice terminal, slide the T/P switch to P. On a digital voice
terminal, dial #33.
The voice terminal rings etery 5 seconds do reming yow of 15 in program mode,

3 Dhal =~

4 Touch the individual line andfor line poeol buttons in the order you want
them o be selected,

§ If you want to program other features on this voice terminal, do so. If
not, slide the TP switch to the center position to return an analog voice
terminal to normal operation. On a digital voice terminal, dial #00.
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Step 6: Administer Basic Telephones

BASIC TELEPHONES
COMMECTED TO A BASIC
TELEFHONE MODULE

Your MERLIN 11 system may include basic Touch-Tone or rotary telephones
installed in your oifice or at remote locations. A basic telephone can be
connected to your system through one of these three devices:

e A Basic Telephone Module
e An Off-Premises Telephone Interiace
s A Basic Telephone and Modem Interface
These devices are described in Section &, "Reference.”

Feople with basic telephones connected to Basic Telephone Modules must use
dialing codes and switchhook signals to access most system features. A few
operations, such as using a Night Service passwaord, aren’t available to therm.

To administer a basic telephone connected to a Basic Telephone Module, you
perform the same general procedures that you use to administer the MERLIN
Il system voice terminals, However, because basic telephones are used ™
somewhat differently than voice terminals, keep these points in mind:

« If you have a square system, people with basic telephones get an
outside line by dialing 8. The system automatically searches through
the lines assigned to this telephone, in the order in which you assigned
them, and provides the first idle line it finds. Because you can’t tell
which line will be selected, be sure to assign identical types of lines,
guch as all local lines, to each basic telephone.

s 1f you have a pooled system, the way in which people with basic
telephones access outside lines depends on the type of access provided
for the systemn as a whole. It alse depends on what additional lines or
line pocls you assign to basic telephones.

— Inv & system with Button Access, the person can place calls using
the pool 9 (dial code 9) or one of the other lines or line pools
assigned Lo the telephone (dial code 88).

— In a system with Dial Access, the person dials 9 to get Dial Access
and then can access all the line peols using the standard dial codes
(4 for the main pool or B90 through 599 for other line pools). He ar
she can use dial code 88 to access an additional line or line pool, i
YOou assign one.

— In a system with Automatic Route Selectiom, the person just dials 9
and then the outside number. He or she can use dial code B8 to
access one of the additional lines or line pocls assigned to the
telephone.

s After you assign lines or line poals to a basic telephone, give the user a
list of codes for the lines and line pools to which he or she has access.

s People with basic telephones can’t enter a password to make calls
while Night Service with Outward Restriction is in effect. If you use
this feature and you want these people to be able to make calls as they
normally do while Night Service is in effect, assign them to your Night
Service Exclusion list.

Section &, "Reference,® contains information about basic telephones connected
to a Basic Telephone Module, Separate entries appear for "Basic Telephones®
and *Basic Telephone Module.
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BASIC TELEPHONES The procedure for administering basic telephones connected to interface

CONNECTED TO devices is slightly different from the procedure for administering voice
TELEPHONE INTERFACE terminals. Follow the steps below to administer a basic telephone connected
DEVICES to an Off-Premises Telephone Interface (OFTL) or a Basic Telephone and

Modem Interface (BTMI).

NOTE: If you later add or change the features assigned to a basic
telephone, inform the person using the OFTL or BTMI

1 If you haven't already done so, enter administration mode by sliding the
TP switch to P and touching Conference twice,
Lights flask rext fo Adm Fool, Adm Tel, Meszage, and E-quzr.

2 Assign lines and pools to the intercom number assigned to the OFTI or
BTMI by following the instructions in ®Assign Lines in Square Systems, *
ar *Assign Line Poels and Lines in Pocled Systems.”

3 If you want to assign call restrictions to an OFTL or BTMT, follow the
instructions in "Assign Call Restrictions to Voice Terminals.® -

4 Leave administration mode by sliding the T/F switch to the cenler
position,

& You can use Centralized Programming to program the basic telephone. If
you prefer, you can connect a voice terminal for the MERLIMN 11 system

directly to the control unit station jack to which you plan to connect the
OPTI or BTML

announced intercom calls immediately, follow the instructions in Section
&, "Reference,” to program Voice Announcement Disable. With this
feature in place, voice-announced intercom calls to basic telephones
become ringing intescom calls.

§ Since those people using basic telephones may not answer voice- ‘

7 If you want to change the order in which the system searches for an
available ling, follow the instructions under *Assign an Automatic Line
Selection Sequence” to the telephone. Do not include inferconr iines in the
Sequence.

8 Set Ringing Options on lines and line pocls as described in " Assign
Ringing Options to Line Buttons.®
g Remove any custom features assigned to buttons above the dial pad.

10 Disconnect the woice terminal or leave Centralizad Frugramning and
connect the OPTI or BTMI to the same voice terminal jack,

11 Connect the basic telephone to the OFFTT or to the BTMIL

Section 6, "Reference,” describes how people place calls and access system
features on a basic telephone connected to an OFTI or a BTMIL. Separale
entries appear for *Basic Telephones,” *Basic Telephone and Modem
Interface,” and *Off-Premuses Telephone Interface, *
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Overview

THE MERLIN Il 5YSTEM The MERLIM TI voice terminal provides you with basic telephone functions,

VOICE TERMINALS such as Transfer and Hold, and also allows vou to take advantage of
MERLIN Il system features that you can add Lo your voice terminal, such as
Privacy and Lasl Number Redial.

There are two basic types of voice terminals, analog and digital. You may
have either or both types in your system. Voice terminals come in different
sizes, with various special features and accessories.

The following analog voice terminals are available with the MERELIN 1]
svstem:

& S-Button Vioice Terminal
10-Button Veice Terminal

4. Button Deluxe Voice Terminal

10-Button Hands-Free Answer on Intercam (HFAIT) Voice Terminal

34-Button Built-In Speakerphone (B1S) Voice Terminal

¢ 3-Button Buili-In Speakerphone (BIS) Viaice Terminal with Display
LInit

Digital voice terminals are also available:

¢ 7406F Voice Terminal
o 74060 Voice Terminal with Display Lnit

Tf you have data equipment connected to your analog voice terminal, the
MERLIN 11 system supports simultaneous voice and data communication.
You can use your computer terminal devices to communicate with people and
with other computers within or outside your business. If vou have data
equipment connected to a digital voice terminal, see the "Data
Communications Guide for the MERLIN 1T Systemn.”

HOW TO USE THIS Spend a few minutes now familiarizing yoursell with your voice terminal,
SECTION OF THE SYSTEM  Then vou can take full advantage of its capabilities as you place and answer
MANUAL outside and intercom calls (see “Flacing and Answenng Calls®) and program

features onto available buttons to suit your particular needs (see
"Programming the Voice Terminal“). An example, *Setting Up a Vopice
Terminal: An Application,* describes how a person in a typical office has s2t
up her MERLIN 1l voice terminal. T you want more information on how a
particular feature works, turn o the appropriate cntry in Section 6,
"Reference.”
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The Analog Voice Terminals

THE 34-BUTTON DELUXE
VOICE TERMINAL

d-2 The Anglog Voice Tarminals

All analog voice terminals have two Intercom buttons, Intercom-King and
Intercom-Vioice. These voice terminals also have buttons with red and green
lights beside them that can be used for lines, line pools, or programmable
features. Some of the voice terminals also come with additional special
features, such as a speakerphone or automatic answer on intercom calls,

Your system administrator has assigned lines or line poals to your voice
terminal and labeled the buttons accordingly.

s If your system is square, each line appears on a separate button.

» If your system is pooled with Button Access to Line Pools, the two
buttons above Intercom-Yoice are automatically .assigned to Fool 9, the
main pool. You may also have buttons for other line pools, such as
WATS line pools, or for individual lines.

& Tf your system is pooled with Dial Access to Line Pools ar with
Automatic Eoute Selechion, the two buttons above Intercom-Voice are
Fool Access buttons. You use these buttons to get a line in any of the
line pools assigned to your voice terminal. You may also have butians
for particular line ]:u::rn]-i ar for individual lines.

Your administrator may alse have assigned features 1o vour voice teeminal
and labeled buttons with the names of those features. You can assign
programmable features to any wunlabeled butltons on your voice terminal.

The [ollowing illustrations show the diferent types of analog voice terminals
and the features they offer. Most of the components shown on the 34-button
deluxe voice terminal in Figure 4-1 are also found on the other models of
analog voice terminals.

The 342-button deluxe voice terminal has two columns of five buttons located
above the dial pad and two columns of 12 buttons located to the right of the
dial pad. Above the dial pad are two Intescom buttons, Intercom-Ring and
Intercom-Voice. You can use the remaining eight buttons above the dial pad
and the 24 buttons to the right of the dial pad for lines, line pools, or
programmable features.




FIGURE 4-1 The 34-bution deluxe volce terminal.

bo[===] pO[E=] pof==1] vo[_]

pof = | PO pn@ pu:l
po[= #o[(EZ] ,ore=] rol ]

=]

pO| e~ | b

P[] 0O

po e O
EOpmr={ BO|

b [mrm] BO] I
pE == kO ]

pofeeos] po_ ]

The volume contral increases or decreasas
thi loudnass of your wiice terminal’s ringing
and the woica tarminal speaker,

The dial pad functions like the gna on any
athir felephane. You can alss dial numiens o
prowgrarm hutlons for your voice tarminal

The Test’Pragram (TIF) switch allcws you 1o
test your voloa larminal’s lighis and ringing and
to program onfo your wiadé lermingl the special
faatures of the MERLIM 11 System.

Tne intercom butions, Inlercam-Ring and
Intercom Voice allow wou 16 aall o recalve calls
from someane connacted 1o your MERLIN 11
gystam.

The buttons above and b the right of the dial
pad can be wsad to access Gulside lings, ling
poals, or programmable lealuris, The number
of buttans available for programeming depends
on the number of fines and ling pods assignaed
bo the woise tarminal, Fes seample, aa thia
woice terminal these are fwo Pool & buttens and
two linaz. The ramaining 2B bawtions above and
io the right of the dial pad are evailabie for pro.
gramming feslunas,

Conference, Transfer, Held, and Drop, are
fixad feature butions that you can Use o
handie callz more eMicientiy.

Speaker iz & fixed feature butlon 1fal allows
you to dial withoul liRing your handset,
athars in your office listen 1o a phong Conwversa-
fian in progress, and monilor & call on kaid,

Recall is a fimed feature bution 1hat allows you
1o program & switchhoak fash into a dialing
sequence and to disconnect an inlercom call. If
you have PEX, Centrex, or Cusiom Calling
fegturasz, 1ouching Recall places & speacially
timed pause onio the ling,

The Message light lifs you kadw when tha
attendant has & messige wailing 1of you. By
touching Message, you San tufn off the light.

Thix Analog Voce Termingls
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THE 5-BUTTON VDICE The 5-button voice terminal shown in Figure 4-2 has two Intercom buttons ‘
TERMINAL and three buttons that you can use for lines, line pocls, or progra mmakble

features.

FIGURE 4-2 The 5-button volee terminal,

THE 10-BUTTON VOICE The 10-button voice terminal (Figure 4-3) has two Intercom buttons and eight
TERMINAL buttons that vou can use for accessing outside lines. line pools, or
programmabla features.

EIGURE 4-1 The 10-button woice terminal,

4-4 The Analog Voice Terminals



THE 10-BUTTON HANDS-
FREE ANSWER ON
INTERCOM (HFAI) VOICE
TERMINAL

The 10:button HFAT voice terminal [Figure 4-4) has a HFATMic button thiat,
when activated, allows you to answer and 1alk on announced intercom calls
without lifting the handset, The voice terminal has two Intercom buttens and
ecight buttons available for accessing outside lines, line pools, or
programmable features.

FIGURE 4-4 The 10-Button HEAI Yolece Terminal,
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THE 34-BUTTON BUILT-IN  The 34-button BIS voice terminal (Figure 4-3) has a built-in sprakerphone that

SPEAKERPHOMNE (BIS) allows you to answer and talk on announced intercom calls and outside calls

VOICE TERMINAL without lifting the handset. Above the dial pad are two Intercom buttons.
You can use the remaining buttons for accessing outside lines, line pools, or
programmable features. However, you should use only buttons with lights
for lines or line pools.

FIGURE 4-5 The 34-button BIS voice lierminal.
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THE 34-BUTTON BUILT-IN

SPEAKERPHONE (BIS)
VOICE TERMINAL WITH

DISPLAY UNIT

This 34-button BIS vaice terminal not only has 2 built-in speakerphone, but i
alse has an attached display unit (5ee Figure 4-6) that shows the intarcom
number of the call you are receiving, the outside number you are dialing, and
the programmable feature on each button on your voice terminal. You can
also use the display for reading messages that people have leit for you, and
for providing an alarm, timing calls that you place or receive, and displaying
the time, day, and the date. This voice terminal also has two Intercom
buttons above the dial pad. You can use the remaining buttons for accessing
autside lines, line pools, or programmable features. However, you should
use only buttons with lights for lines or line pools.

FIGURE 4-6 The 3d-button BIS voice terminal with dizplay unll
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The 7406 Voice Terminal

4.8 Tha 7408 Voice Tesminal

The 7406 voice terminal provides fixed and programmable feature butions, .
personalized ringing, a message indicator, and a built-in speaker. There are

two models available: the 74068 comes without a display; the 74060 has a

two-line display unit. You can use the display to give you information on

calls that you make and receive and on features that you assign to your voice

terminal. With the Leave Word Calling features, described in Section 6,

"Reference,” you can use the display on your 24060 woice terminal to retrieve

VOUr messages.

The 7406 voice terminal has three columns of buttans, {Sce Figure 4-7.) In
the leftmost column the lower two buttons are reserved for intercom calls.
The top button in the lefthand column and the secaond button from the top in
the middle column are used for line buttons in a square system or line pool
buttens in & pocled system. The top button in the middle column can be
used for a lime, line pool, or a programmable feature,

Belaw the two line o1 line pool buttons in the middle ¢olumn are the Shift
button and a programmable button with the Select Ring feature preassigned
on it. You can use the Shifl bulton 1o program two features on any of the
seven buttons without lights to the right of the dial pad. If you want to
program features that require lights, such as Privacy, use any of the top three
buttons in the right column.

Figure 4-7 identifies the components of both the 74060 voice terminal and
T406E voice terminal; however, mote that the 74058 voice terminal does not
have a display unit.




f FIGURE 4;T The T4060 volce terminal,
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The volume contrgl incraases or decrasEas

the loudness of your voice terminal’s ring and
thit woica terminal speakar

The dial pad functions like 1he ona on any
ether telephone, You can also dial numDers 1o
prograr Buthons 1or your woboe terminal,

confersnce, Transler, Hold, and Orop are
fleed featura butions that you use in handling
calis.

Tne Measage light lells you whan the atten-

dant has @ ressage for you, ar, i you have a
display voice terminal, when someons @lse in
the systam has lett a massage for you.

The Intercam buttons, Intercem-Ring and
Intercomyeicn, allow you 1o call And recaive
calls frorm someana connectad 10 your
MERLIN Il system. You can place finging ard
gnnouncad intersam calls, But you £an recoive
gnly ringing Intercorm calls.

The line or line pool buttons ere used 12
pcoess oulside lines.

10

11

12

The display shows lestune names and codes
when you pragram iealures on your woica lar-
minal. When you recalive intercom calls, 1he
dispiay idenfifias the calter’s inlercom purber.
The Leave Werd Calling features lel you chack
yaur display for the infercaem numbiers of co-
workers who lef massages while you were
away and have the ystem aromatically reium
e call,

The buttons with single lights can be used
for programmakie features. such as Do M
Diisturl, that require lights bo shaw whather 1ha
feglura 13 on or off,

The Select Aing bullon, used wih the Shift
Button, 1815 you choose the finging pallern thal
you prefer fof your viele tarrmimal. You can pro-
gram & feature on the bottam band of 1his
butian.)

The Shifl button lets you program & gecond
faature on each of the seven butlons withaut
lights 1o e right of the dial pad.

The buttons without lights can be used for
programmeble features. You can a55ign e
features 10 & buttan by wsing the Shifl buttan.

Speaker |3 & fixed feature bullon thiat 1eis you
dial withaut Tifing your handset and allows
othar people in the room b Lstan to o
conwarsalom.

The 7406 Vooe Tesrning
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Placing and Answering Calls

PLACING QUTSIDE CALLS
IN A SQUARE SYSTEM

4-10 Placing and Answenng Cals

With your MERLIN II svstem, you can easily place and answer both outside
and intercom calls. However, the manner in which yeu access an outside line
depends on the type of line configuration that your system administrator has
sel up for your system.

» In a square system, each line in the system appears on a separate
button at all veice terminals to which it is assigned. You touch the
button to get the line.

¢ In a pooled system, some or all of your outside telephone lines are
grouped into one or more line pools (for example, 2 peol of local lines,
a pool of WATS lines, and a pool of Foreign Exchange lines). You
touch 2 pool or poal access button and in some systems, you dial a
code to get an available line in 2 line pool.

Ask your systern administrator if your system is pocled. Ifitis, ask
whether your system has Button Access to Line Pools, Dial Access to
Line Poals or Automatic Roate Selection (ARS), 1 vour system has
[Val Access, azk for a list of codes for the pools.

Then use the appropriate procedures below for placing an outside call in your
sysbem,

Ta eall someone who is not connected to your MERLIN 1T system:

1 Lift your handset.
The MERLIN IT sy=tem aufomatioaliy selects on aveilable oufside fine, The green {ighl nexd
fa thee dime hirkiem L

2 Dial the outside number.

Line Select
To select a specific outside line:

1 Touch the button for the line you want.
The red figh! goes on nexd fo thar e puttor.

2 Lift your handset.

Line Request

If you are waiting to use a line that is busy (the green light next fo the line
button is on), you can have the MERLIM 11 system signal you when the line is
available.

1 ‘Without lifting your handset, touch the button for the busy line.
The red light nexd de the line bulton goes an. The moice terminal sighals yaw with o brief
Fikg whem the dine i froe.

2  When you hear a brief ring, lift your handset.

You cancel your Line Bequest when you touch another line button or when
you receive ot place another call.




PLACING OUTSIDE CALLS
IN A POOLED SYSTEM

If your system is pooled, use one of the following procedures to place an
outside call.

Buttan Access to Line Pools
To make an outside call with Button Access to Line Pools:

1 Unless the red light is on next to the button, touch the line pool button for
the line pool you want.

2 Lift your handset.
3 When you hear a dial tone, dial the telephone number you want.

Line Request

If you are waiting to use a line or line pocl that is busy (the green light next
to the line button is on), you can have the MERLIN Il system signal you
when the line or line pool is available.

You can use this feature with Button Access to Line Pools. However, you
canro! wse the Line Reguest feature if your system is set for Dial Access to
Line Pools.

1 Without lifting vour handset, touch the button for the busy line or line pool
The red Tight mext fo the Tine or line pool buttor goes pa, The woice terminal sigrals you
with & bricf sy when the Jine ar line poel is free

2 When vou hear a brief ring, lift your handses.

You cancel your Line Request when you touch anather line or line pool
button or when you receive or place another call.

Dlal Aeeess to Line Poals
Ta make an outside call with Dial Aceess to Line Pools:

1 Unless the red light next to the button is on, touch a Poaol Access button.
Lift vour handset,

When you hear a dial tene, dial the code for the line pool you want.

= 3 K2

When you hear another dial tone, dial the telephone number you wanl.

Automatic Route Selection
To place an outside call using ARS:

1 Unless a red light next to the button is already on, touch a Poel Access
button,
Thix gignals ARS to expect an putside ali.

2  Lift vour handset.

3 Dial the outside number you want.
You hear beeps instead of Towch-Towes or rotony elacks a8 you dil,

4  Wait a few moments for the call to be completed.
If you hear a busy signal that is faster than normal:

1 Touch the same Mool Access button you used to begin yvour call.

Flaging and Angwering Callz 4-11



PLACING INTERCOM
CALLS

4-12 Placing end Answering Cal's

If you hear a fast busy signal again;

1 Hang up and redial in & few moments using the Pool Access procedure or
the Saved Number Redial feature. (For programming the Saved Mumber
Redial feature, see either Section 6, "Reference,” or Section 7, *Quick
Reference Guides. *)

Each voice terminal connected to your MERLIN I system has a unique
intercom number. You can use your veice terminal to place either ninging or
announced intercom calls to co-workers. With the 7405 voice terminal,
however, you will receive only ringing intercom calls.

If you have an Auto Intercom button for the number you want to dial, you
can dial that number with ene toweh,

Ringing Intercom Calls

Place ringing intercom calls when you want to have a two-way conversation
with people connected to your MEELIN Il system. Your calls ring at their
voioe terminals, and your co-workers lift their handsets to hear you and to
talk with you.

To place a ringing intercom call:

1 Touch Intercom-Ring.

2 Lift your handset.

3 Dial an intercom rnumber.

To place a ringing intercom call with one touch:

1 Touch the Auto Intercom bulten for the intercom number you want to

dial.
Yeur voice terminal speaker yoes or and wou hear FiHging.

[f the red light next to Intercom-Voice 3= on, kouch Intercom-Ring beiore
yvou touch the Auto Intercom buiton.

2 When you hear the other person answer, lift your handset,
If the line is busy or il fno one answers:

1 Touch Speaker to cancel the call

Announced Intereom Calls

When you place an announced intercom call, your co-worker hears your voice
through the voice terminal speaker, If your co-worker wants to respond to
your announcement, he or she speaks through the handset to talk with you.
Peaple with 7406 voice terminals cannn! receive an intercom call
announcement,

To announce your call through another person’s voice terminal speaker:
1 Touch Intercom-Yoice.
Lift your handset.

Dial an intercom number,

& L B3

When vou hear & beep, speak into your handset,

(




ANSWERING CALLS

If you try to place an announced intercom call to a voice terminal which is
programmed to prevent voice announdements or Lo a 7406 voice terminal,
your call becomes a ringang intersom call.

To place an announced intercom call with one touch:
1 If the red light next to it is not already or, touch Intercom-Yoice.

2 Touch an Auto Intercom button.
Your spesker goes o and you hesr 2 beep.

3 Lift your handset and begin speaking.

To answer a call;

1 Lift your handset.
You arr autematicelly comnected fo the incoming o=l

Abbreviated Ringing

If you have programmed the Abbreviated Ringing feature for your voice
terminal, the voice terminal rings once when you receive a call while you are
busy on another line. For programming information for this feature, see
Section &, “Reference.”

If you want to pick up the new call {the green light Aashes next to the line
bution),

1 Touch Hold.
The green light nest fo the ariginel cali’s Tine or line pool Button flashes mpidly.

2  Touch the line or line pool button af the new call,
When you are ready to return to the first call,
1 Touch the line button of the original call.

Types of Ringing
You can tell what kind of call you are receiving by the way your voice
terminal rings.

Outside call = one long ring

Ringing intercom call = two short and one long ring
Transferred call = one short and one long ring

You may persenalize these rings to distinguish the ringing of your voice
terminal from that of others in vour office by using the Personalized Ringing
feature, described in Section &, "Reference.”

Placing and Answaring Cals 413



Programming the Voice Terminal

BASIC PROGRAMMING
INSTRUCTIONS

Your MERLIN 11 system voice terminal comes with fixed features that you can
use immediately. You can alse add features to your voice terminal to suil
vour individual needs and to help you handle calls for your business more
efficiently. You can assign these features to available buttons on your voice
terminal by using the basic programming instructions below.

To access several of these features, you have the option of pregramming the
feature onto a button or vging a dial code. Therefare, if you have a limited

number of buttons available for features, you may choose o use a dial code
rather than progrim a feature butlon.

Tt is not necessary to program all of the features al once. You can follow the
steps below to program a few features, then leave program mode and try
them cut. Later, you can follow the steps again to add more features onto
available buttons or change the feature assignment on a button that yeu
programmed in an earlier session.

Look throught the *Quick Reference Guide to Voice Termimal Features® in
Section 7, "Duick Reference Guides,” and decide which features vou wani to
use. If it is necessary for you to program the feature onto available buttons
on your voice terminal, follow the instructions below, The example, "Setling
Up a Voice Terminal: An Application,” describes how a typical person in a
MERLIN I1 system has set up her voice terminal, If you want more
information about how a feature works or how to program it, read the feature
description in Section &, "Reference.”

Use the following procedure to program your voice terminal, The way in
which vou perform steps I and & depends on the type of voice terminal you
have,

1 Type or print on the button label strips the names of the features you
wani te program, Then inser! the labels into the volice terminal.

2 For analeg voice terminals, slide the TIT (Test/Program) switch on the leil
side of the voice terminal to the P (Program) position.

For digital voice terminals, dial ¥33
I programaticg mode, both bypes of poicr lerrinals mivg every 5 sacosds fo resmind you
thaf you are progatmsing ard thad you carraf place oF receipe calls,

3 Touch the button you want to program.

4 [hal the required programming code (from the *Quick Reference Guide to
Programming Codes™ in Section 7) and any other numbers required.

5 Repeat steps 3 and 4 for cach feature you want to program.

If wvou make a mistake when dialing any of the characters, simply touch
the button again and redial the programming code and all required
numbers.

& For analog voice terminals, slide the T/T switch to the center position,
For digital voice terminals, dizl o0,
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Setting Up a Voice Terminal: An Application

SELECTING
PROGRAMMABLE
FEATURES

The fellowing example shows how one person in 2 typical office has
programmed her voice terminal. When you program your own voice
terminal, vou may find that your needs are different than those in the
example. 1f you want 1o know more about the features mentioned here, see
the *Quick Reference Guide to Yoice Terminal Featlures™ in Section 7, "Uuick
Reference Guides.” (You can also refer to the individual feature descriptions
in Section &, "Reference.™)

Patricia Roberts is an agent at a branch office of the Clearlake Real Estate
Agency. The agency recently installed the MERLIN IT system, and Fal has a
j0-button HFAI voice terminal on her desk that she is responsible for
programming. To do this, she must first determine how many of her voice
terminal buttons are available for programmable features, and decide which
featires will be most useful to her in her daily work.

Pat discusses with Jane Culbertson, the head of the branch office and the
system administrator, what lines she needs for her voice terminal, Sinee Jane
has set the system for Button Access to Line Peols, the two buttons above
Intercom-Voice will be Pool 9 buttons, Jane and Pat decide that Pat will need
a personal ling, one that only Pat will have access to and that no one else in
the system will have on his or her voice terminal.

Since she camnol program features on the Intercom bultons, on the two Pool 9
bultons, or on the personal line button, Fal has five buttons on which she can
program features she selects for her voice terminal. After careful
congideration, Pat makes the following choices for these five bultons:

1 Auto Intereom. Pat will program an Auto Intercom button an her vaice
terminal for calling her boss, Jane Culbertson. Anytime Pat wants to call
Jane or transfer a call to her, she needs merely to touch the Auto Intercom
buiton labeled "Tane.”

2 Outside Auto Dial. Fat often needs to call people at the home office
lncated in a nearby city, so she will program an Outside Auto Dial button
for that office. When she wants ta call the home office, she can place the
call guickly by just touching the Outside Aute Dhial button Jabeled " Home
CHfice "

3 Manual Signaling. The office has a secretary whao types forms and letters
for all of the agents and notarizes documents, When Pat needs the
secretary during a meeting with a client or wanis 1o give the secretary
directions, she can use a Manual Signaling button labeled "Signal
Secretary.” Pat can touch the Manual Signaling button which causes a
beep at the secretary’s voice terminal.

4 Call Coverage. Agents are often out of the office showing properties o
clients. Howewver, by using the Call Coverage feature, they can make sure
that somecne answers their calls. Pat will program a Cover butlon on her
voice termingl for another agent, Hal Peterson, Hal's calls ring at Pat’s
voice terminal until Hal returns and answers his own calls again, or until
he deactivates the Call Coverage feature with Coverage Inhibit.

Sstting Up a Voce Terminal. An Applcation 4-135



PROGRAMMING

SELECTED FEATURES
ONTO BUTTONS

5 Saved Number Redial. As an agent with many clients, Pat initiates and .‘
must return many calls, Since sometimes no one answers, or the line is
busy, Pat will prégram a Gaved Mumber Redial button ento her voice
terminal. If a call cannot be completed, Pat touches Saved Number before
she hangs up, Later she just touches the button again, and the system
automatically dials the number ghe has saved.

After Pat has decided which features she will place on available buttons on
her voice terminal, she can begin to program these features. First, she prints
on the button labels the names of the features or the person or place that the
feature will help her call or signal. She then inserts the button labels in her
voice terminal, making certain the printed feature names are fully visible.
Pat's voice terminal has the following button assignments;

FIGURE 4-8 Pat's volce terminal bution assignments.
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Pat starts the programming session by sliding the T/P (Test/Program) switch
on the left side of her voice terminal to F (Program). The first button she will
program i8 the Auto Intercom button for Jane Culbertsen. Aller she touches
the butten, she consults the "Quick Reference Guide to Programming Codes”
in Section 7, "Quick Reference Guides,® to determine the programming code
and other required numbers for an Aute Intercom button. Then she dials
*41, the correct programming code, and 18, Jane’s intercom number.

Mewt, Pat decides to program the Outside Auto Dial bulton for the home
office, Again, she touches the appropriate button and then refers to the
Quick Reference Guide in Section 7. She dials *90, the programming code for
an Outside Auto Dial button, and 555-2097, the home office’s telephone
numbier,

The third button Pat programs is the Manual Signaling button for the office
secretary. Pat touches the butten and, after consulting the Quick Reference
Guide, she dials "6, the feature’s programming code, and then dials 25, the
secretary’s intercom number. ‘
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She then touches the button on which she plans to program the Call
Coverage feature 5o that she can cover Hal Peterson’s calls. She refers to the
Quick Reference Guide and dials, *4, the Call Coverage feature’s
programeming code, and then she dials 22, Hal's intercom number. She must
also program the Cover button for immed:ate ring by touching the Cover
button once again and then dialing *37.

On the last blank button she programs the Saved Number Redial feature, She
touches the button and learms from the Quick Reference Guide that she must
dial *74. When she it finished programming this feature, her Programming
session is over, and she slides the TIP switch back to the center position.

Pat's voiee terminal is now ready for use. If she wants to change thess
button assignments later, she can use the programming instructions in this
section and refer to the programming codes in the Quick Reference Guide.

Setting Up & Voice Termingl: An Appication  4-17
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Overview

As a system attendant, you are probably responsible for handling incoming
calls and taking messages for your co-workers. Your MERLIN II system offers
a variety of features to make call handling easier and more efficient.

This section of the System Manual deseribes your attendant conscle and
explains how to use the fixed and programmable fratures to:

s Screen and transfer calls

» Fage a person or group

» Motify someone that you took 2 message

» Place intercom and outside calls

» Turn Night Service on and off, if your system uses this feature

™

Use your speaker for call monitoring and group listening

This section also discusses briefly the optional systemn features and equipment
you can use to customize your console.

If at any point you want more detailed information than this section aof the
manual provides, turn to Section 6, "Reference.” "Reference” conlains
complete descriptions of MERLIN 11 systemn features and optonal equipment.
They are arranged alphabetically so that vou can find the listing you want
quickly.
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About Your Console

TYPES OF CONSOLES

52 About Your Console

You have one of the four types of consoles described below and shown in ‘
Figures 5-1 through 5.

34-Button Conszole for Small Systems

For systems with eight or fewer lines and 20 or fewer voice terminals, the
attendant console is usually a 3-button deluxe voice terminal, It is suitable
for a small system because it has enough buttons to show the status of each
line and each voice terminal in the system. When the system is first
activated, it assigns lines and intercom numbers o buttons on the consale
antomatically.

34-Button Console for Large Systems

The 34-button deluxe voice terminal can be used as an attendant console for
systems with mare than eight lines or more than 20 voice terminals. This
console is considered an economy consale when it's used for a lerge system.
When the system is first activated, all lines are assigned te buttons on the
console automatically. The remaining buttons can be programmed as Auta
Intercom buttons or used for other features.

If the total number of lines and voice terminals in vour system is 32 or less,
this console can have an Auto Intercom button for each of your voice
torminals. If there are more voice terminals than buttons available, you can
use the dial pad for access to voice terminals for which you have no Auto
Intercom buttons.

Console with Attendant Intercom Selector :
This consale iz 2 38-button deluxe voice terminal with an attached Attendant
Tntercom Selector. It is suitable as 2 console for a large system because up to
72 voice terminals can be represented using the Auto Intercom buttons on the
Attendant Intercom Selectar. This leaves all 32 buttons on the console
available to show the status of each line in the system. All lines and intercom
numbers are assigned to buttons on the conscle automatically when the
systern is first activated.

Display Console

Up to 72 voice terminals can be represented using the Awto Intercom buttons
on the right side of the display conscle, This leaves 32 buttons on the left side
available to show the status of each line in the system. All lines and intercom
numbers are assigned to buttons on the console automatically when the
gystern is activated for the first time,

The display provides information that helps you handle calls and program
vour voice terminal more easily. You can also wse the display to set an alarm,
time calls, and check the time, day, and date. For more information about
the display features, see *Display® in Section 6, "Reference.”




FIGURE 5-1

A T4-Button Console for Small Systems.
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Use iha volume cortsel b adjust the loudness of
thi speaker and fing.

Use Conference, Drop, Transter and Hold b
handle eall efficienthy.

Slide 1he TP switch ko test or pROgram your
consala.

Touch Intercam-Yolce and Intercom-Ring to
contact otheds in your MEALIN system.

Uze line buthans to place and raceive dulside
calls.

Use Aute Inercom butlons to transter calls
quickly and 1o contacl @and sand messages io
paople In your System. Program custom features
on butlens not used for Auto Inlarcom.

10

11

Check the green (ight next to Message 1o see i
you have & messege watling.

Touch Night Service to furn Enhanced Night
Service options on and off

Touch Send Messege o furn on the Message
light at somecne’s voice tErminal.

Toueh Speaker for on-hook dialing. group listen:
ing, and on-hook monitoring whan you are put
on hald,

Towch Aecall Instead of using 8 switchhook
flash.
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FIGURE 5-2 A 34-Butlon Consgole for Large Systems.
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1 Bulions alher than these used for lines,
Enhanced Might Sarvice, or Send Message can
be used dor Auka Inlercom or other cusiom
fodrbunes.

The 34-button console for large systems provides the same features as the J4-button congole for small systems
pletured In Figure 51, with twe exceptions. More bullans are aveliable for lines, and the Auto Intercom feature |
fsn't autlomatically asslgned to buttons en the right side of the console.

2 Program Night Service and Send Message on
these butions, unless they are uzed for lines,
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EIGURE B-3 A Console with Attendant Inlercom Selector,
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Usa ling butions to place and receive outside
calls, Program & cuestem fealurs on any Bultan
you dan'l nead for a lina.

Use Aulo Intercom buttons 1o ¢ontact everyana in
your system and trangler calls quickly. Each but-
{an ¢an represant thrae intercom numbers, Touch
a Shilt button to salect the color band of the inder-
COm RUMDEr you want,

Toueh & Shill buton 10 select tha blue, while, or
gray band on an &ano Intescom butten,

4 Usze Measage Status wilth the Shifl buttons o

zee which woicg larminals have Massage ights
lurmed on.

Use these rumbers o find the hasizonlal row for
eech intercom aumber. The O indicates the row
for intercom numbers whose last digit ks O (10, 20,
gle). The 1 indicates the row for inlercom
numbars anding In 1 (11, 21, ete.). and 50 om.

Aboul Your Conscle

The consocle with Attendant Intercom Selector provides the same features as the 34-button console lor small gystems
pletured In Figure 5-1 bul has more ling and Aulo Intercom buttons.
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Uze the volume cantrel to adjust ihe loudnass o
the speaker and ring.

Touch Intercom-Yolce and Intersom-Ring 10
confact olhers in your MERLIN Il systern,

Slide the TP switch to b1 or program your
consala.

Chack the gresea light nex tc Message 1o see il
you hive 8 massage waiting.

Touch Spaaker ko on-hook dialing, group listan-
ing. and onhook maniaring when you are pul
an hoid,

Uze the display io help handle calls, program
your console, Bnd set clock funclons,

Use Clock Functlone to =61 an alarm, use &
{imer, and g8 the 1ime, day, and date.

Touch Might Service 1o turn Enkhanced Night
Service oplions on and ol

10

1

12

13

14

15

Ll Aute Infereom butions to comac) gvengands
in your Sysiem and transfer calls gquickly, Each
bution can represent two intercom numbars.
Touch a Shifl buton 1o séladt the graup Tor the
intercom numbar you want.

Use Confermnce, Drog. and Transfer 1o handle
calls pliciently. Use Racall inztead of a swilch.
heak flash.

Lise Meszage Status with the Shifi butions 1o
sea which yoice lermingls have Meassage lighls
turned on,

Touch Send Messages 1o lurn on ine Message
lighl at sormetmes voica Larrinal,

Touch Shifl 1 1o select inercom numbars 10
thraugh 48 Touch Shitt 2 to select infercom
numbens 50 through 73, $00, and 801,

Uea lina butons to place and receive oulsida
calls.

Uze Dleconnect fo gat an culside Hne wilhoud
harging up the andzal
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L LINE BUTTONS Most of the buttons above your dial pad (in small systems) or on the left side
of the console (in lerge systems) are line buttons. You use these buttons o
place and receive outside calls. Each line button has a red light and a green

light next to it that show line status,

+ A steady red light means this is the line you're using or the line you'll
get when you lift your handset,

A flashing red light means that a transferred call on this line is
returning to your console.

A steady green light means that someone is talking on this line.

A flashing green light means that a call is coming in on this line.

&

s A faster flashing green light means that someone else has put a call on
hold on this line.

s The fastest flashing green light means that you've put a call on hald an
this linr.

Each line has a 2-digit line code (01 through 32). 1f the codes don’t appear an
line buttons on your console, get a list of the codes from your administrator,

AUTO INTERCOM Each person’s voice terminal has a unique intercom number, The first 70
BUTTONS voice terminals have intercom numbers 10 through 79, If you have more
vuice lerminals, they have intercom numbers 800 and 801. These intercom
numbers are automatically assigned te Auto Intercom buttons on your
L consele, unless you have the 34-button console for large systems. On this
conscle, you must program the Auto Intercom butlons you need, using the
procedure that follows.

You use Auto Intercom buttons for one-touch dialing of intercom numbers.
You should have an Auto Intercom button fer everyone whose calls you
handle, or at least for everyone who often receives calls.

Programming Auta Intercom Buttons
Follow these steps to program an Auto Intercom button.

- 1 Lakel the button(s) you want to program.

2 Slide the TIP (Test/Program) switch, located on the left side of your
console, to the P (Frogram) POsEIon.
Your ronsole rings every 5 seoonds fo remind you that you'se programming and that you
cor 'l plece or reeeite calls,

3 Touch the button to be programmed.

4 THal *91 and the intercom number. If you make a mistake, touch the
button again and reenter the code,

6 Slide the T/F switch to the center position.
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BB ADDU Your Congiia

What the Lights Next to Auto Intercom Buttons Indicate

The green light next to each Auto Intercom button shows the status of the
voice terminal that the button represents. When a call comes in for someone,
vou can tell right away whether that person is using his or her voice lermm::l
You can alse tell when a transferred call is rehurning from & particular voue
terminal.

» If the green light is off, the person isn't using the voice terminal.

» If the green light is steady, the person is using the voice terminal or
haz turned on the Do Mot Disturb featore.

# If the green light is flashing rapidly, the person is calling you on the
intercom.

# If the green light is flashing slowly, a transferred call is returning from
this voice terminal.

You also wse the lights next to the Auto Intercom buttons to see whether
someone’s Message light is on. How you get this information depends on the
type of console you have, *Turning on Message Lights® in this section
describes how to use the lights on your console to check the status of
Message lights at voice terminals,

Shift Butlons (Consoles with Atlendant Intercom Selector and Display)
The Shift buttons on these bwo consoles allow you to attend as many as 72
voice terminals (the system capacity) using just the 30 Auto Intercom buttons
on the Attendant Intercom Selector, or the 40 buttons on the right side of the
display console. When you touch a Shift button, you change the intercom
numbers assigned to each Auto Intercom button.

You use Auto Intercom and Shift buttons together to call intercom numbers,
transfer calls, and check voice terminal status. ou use the Shift button along
with the Message Status button to see which voice terminals have their
Message lights on.

Console with Attendant intercom Selector  Each Shift button is labeled
with three numbers, for example, 1030-30. From left to right, each number
on a Shift button corresponds 0 a column of Aute Intercom buttons, as
illustrated in Figure 3-5.



FIGURE 5-5 The relationship of the shift button numbers and columns of Aulo
Intercem butions.
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Shifl buttone

The leftmost number cormesponds to the left column of buttons, the middle
number corresponds to the middle column, and the rightmaost number
corresponds to the right column of buttons.

Button Position | Label Selects Intercom Mumbers
Leit 10-20-30 | 10 through 39 (Hlue band)
Center 405060 | 40 through £9 [white band)
Right 080 7O theough 79, 800, 801 (gray band)

You can quickly identily the second digit on each Aule Intercom button by
looking at the column of numbers (0 through 9) printed on the panel beside
the leftmost column of Aute Intercom buttons. To call intercom 21, for
examnple, touch Shift button 10-20-30, go to the middle column of Auto
Intercom buttons, and touch the button that corresponds to 1 in the column
of digits printed on your consale,

When you touch a Shift button:
& The green light next to the Shift button goes on.

s Green lights go on next to the Auto Intercom buttons for any busy
yvoiee terminal in the band assodated with that Shilt button.
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FROGRAMMABLE
FEATURE BUTTONS

B-10  Abow! Your Congnle

Console with Displsy  Each of the two Shift buttons on the display console
is associated with a group of Auto Intercom Buttons. Shift 1 represents
intercom numbers 10 through 4%, and Shift 2 represents intercom numbers 50
through 79, 800 and 801. To call intercom 59, for example, touch Shift 2 and
then the Auto Intercom button.

When you touch Shift 1 or Shift 2:
» The red light next to the Shift button goes on.

* Green lights go on next to the Auto Intercom buttons for any busy
voice terminal in the group associated with that Shift button,

Group Call Distribution Buttons

Yeur administrator may have set up Call Distribution groups. These are
usually people with similar duties, such as customer service representatives,
who take turns answering incoming calls. You can program a button with a
Group Call Distribution code instead of an intercom number. You use that
button as you would an Auto Intercom button, for one-touch dialing. Keep
in mind, though, that the light next to a Call Distribution group button won's
ghow the busy status of group members.

To program a button for & Call Distribution group, follow the instructions in
“Frogramming Auto Intercom Buttons.® In step 4, enter the code for the
group instead of an intercom number. Your administrator can give you the
Group Call Distribution codes for your business. (See Section &, *Reference,”
for a detailed description of this feature.)

You can assign features to any buttons on your console that aren’t used as
line or Auto Intercom buttons.

The "Quick Reference Guide to Voice Terminal Features” in Section 7, "Quick
Eeference Guides,” gives brief descriptions of all the features that the
MEELIN I system offers. The alphabetical entries in Section &, "Reference,*
describe in detail how to program and wse each of these features.

|




Screening and Transferring Calls

WITHOUT AN AUTO
INTERCOM BUTTON

The MERLIN Il system offers several ways to screen calis and to transfer them
to other people. How you transfer and screen calls depends on how your
system is sct up, There are three possible shuations:

s You don't have an Auto Intercem button for this person.

« You have an Auto Infercom button and your system is administered for
One-Touch Transfer.

e You have an Auto Intercom button and your system is administered for
One-Touch Hald with Call Announcement,

If you're not sure whether you have One-Touch Transfer or One-Touch Hold
with Call Announcement, ask your system administrator, Then select the
appropriate sel of procedures for transferring and screening calls from the
three sets of procedures that follow.

Whether you can use the Transfer button to transfer a call depends on how
lines are assigned to individual voice terminals in your system.

o If you have a pooled system. you can wse Transfer to transfer the call.

s If you have a square system and the person has a button for the line on
which the call came in, you can use Transfer to transfer the call.

s If you have a square system and the person doesn’t have 2 button fior
the line on which the call came in, you can’t use Transfer. You must
put the call on hold and announce the 2-digit line code (01 through 32}
for the line on which the call is waiting. The person being called uses
the Line Pickup feature to take the call, If line cosdes don’t appear on
the line buttons on vour console, ask your system administrator for
list of these codes.

If you don't-have an Auto Intercom button for the person or a Group Call
Distribution button for the group, follow the procedures below to transfer and
to screen calls,

Transter Calls
To transfer a call withoul voice announcenment:

1 Touch Teansfer,
2 Dial the person’s intercom number or the Group Call Distribution code,
3 Hang up.

If no one answers the call after a few rings, it returns to your consale. (See
*Transfer Return ldentification,” later in this section.)
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Transfer Calls with Volce Announcement
To transfer a call with voice announcement:

1 Touch Transfer,

2 Touch Intercom-¥oioe,

3 Dial the person’s intercom numbser.

4  Announce the call,

§ Hang up.
The call wdll rng ai the person’s poice ferminal,
NOTE: If you use Transfer with Voice Announcement ta transfer a call to a
Call Distribution group or to someone with a 7406 voice terminal, the call
will rimg but the person won't hear your announcement.

Screen Calls

By screeming calls you can find out whether a person wanits to accept a call.
Then vou dransfer the call or advise the caller that the person isn't availakle.

To screen a call:

1 Touch Hold.

2 Touch Intercom-Ring.

3 Dial the person’s intercom number.

4 If the person answers, azk if he or she will take the call.
Ma?

1 Teush the call’s line button,

2 Adwvize the caller,

3 Hang up.

TYeal

If your system is pooled:
- 1 Touch the held call’s line button.
Ask the caller to hold while vou transfer the call.
Touch Transfer.

[Hal the person’s intercom number.

i s L KD

Hang up.
If vour system is square:

1 Announce the number of the line. Unless all lines appear on each person’s

voice terminal, give the 2-digit line code (01 through 32) as well. (If the
codes don't appear on line buttons on your console, sec vour

administrator.}) The person can then touch the appropriate line button or
use the Line Pickup feature to take the call.

2 If the person isn't familiar with Line Pickup, tell him or her to dial *99,
then dial the line code. ‘

3 Hang up.
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WITH ONE-TOUCH
TRANSFER

If your system is set for One-Touch Transfer, you just touch an Auto
Intercom of Group Call Distribution button to transfer & call bo a wore
terminal or group of voice terminals to which that lire has been assigned.

NOTE: If you have an Attendant Intercom Selector or a display
console, you may need to touch the appropriate Shift button to access
an Auto Intercom button.

Transfer Calls
To transfer a call without voice announcement:

1 Touch the button for the voice terminal or group to whom you're
transferring the call.

2 Hang up.
If no one answers the call after a few rings, it returns to your console. (See
*Transfer Return ldentification,” later in this section. )

Transfer Calls with Voice Announcement
Ta transfer a call with voice announcemient:

1 Touch Transfer,
Touch Intercom-Yoice.

3 Touch the button for the voice terminal of the persen te whom you're
transferring the call

4 Announce the call through your handset.

§ Hang up.
The cail will ring ot the person 5 vowce ferminal,

NOTE: If you use Transfer with Voice Anneuncement to transfer a call to a
Call Distribution group or to someone with a 7406 voice terminal, the call
will ring but the person won't hear your announcement.

Screen Calls
To sereen a call:

1 Touch Hold.
2 Touch Intercom-Ring.

9 Touch the button for the individual or group with whom you are
checking,

4 1f the person answers, ask if he or she will accept the call.
No?

1 Touch the call’s line button.

2 Advise the caller,

3 Hang up-
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WITH ONE-TOUCH HOLD
WITH CALL
ANMOUNCEMENT

Yes?

If your system is pooled:
1 Touch the held call's line button.
2 Ask the caller to hold while you transfer the call.

3 Touch the buttan for the individual or group member to whom you're
transferring the call.

4 Hang up.
If your system is square:

1 Anncunce the number of the ling, Unless all your lines appear on every
voice terminal, give the Z-chgit line code as well. The person can then
touch the line button or use the Line Pickup feature to take the call.

2 i the persan isn't familiar with Line Pickup, tell him or her to dial %9,
then dial the line code.

3 Hang up.

If your system is set for One-Touch Held with Call Annpuncement, you can
screen a call by simply touching the appropriate Auto Intercom button or Call
Distribution group button, The system puts the outside call on hold and
places an intercom call to that individual or group.

NOTE: If you have an Attendant Intercom Selector or a display .
console, you may need to touch the appropriate Shift button o access

a particular Auto Intercom button. Remember that you can’t place a
voice-announced call to someone with a 7406 voice terminal.

Screen Calls
To screen a call:

1 Touch the button for the person or group with whom you want to confer.
2 At the beep, speak into your handset,

3 If the person answers, ask if he or she will take the call.
Na?

1 Touch the call's line button.

2 Advise the caller.

3 Hang up.

Yes?

If your system is pocled:

1 Touch the hald call's line button.

Ask the caller to hold while you transfer the call.

Touch Transfer.

Dial the person's intercom number.

5 Hang up.
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TRANSFER RETURMN
IDENTIFICATION

If your system is square:

1 Announce the number of the ling, Unless all your lines appear on every
voice terminal, give the 2-digit line code as well. The person can then
touch the button or use the Line Pickup feature to take the call.

2 1 the person isn't familiar with Line Pickup, tell him or her to dial *99,
then dial the line code.

3 Hang up.

Trensfer Calls
To transfer a eall to the voice terminal of an individual ar group member
without vaice announcement:

1 Touch Transfer.
2 Teuch the button for the individual or group.
3 Hang up.

A returning transferred call rings at your console until it is answered. I you
aren’t busy on a call you can identify one or more returning transferred calls
by checking the lights on your consale. T you have a display consele, you
see the intercom number of the voice terminal from which the call 1 returning
on the display.

NOTE: If you have the console with the Attendant Intercom Selector,
you must have the Shift button set to the band [10-39, 40-/9, ar 70-79,
&00 and 801) containing the intercom number of the voice terminal
from which the call is returning to identify a returning transferred call.

When a Transferred Call Returns

If vour conscle is idle and a transferred call retisrns:
The red light next ta the line butlon [Tashes rapdly. The green Uigkt rext Io the Aule Intercom
Button for the poice lerminal from phich the eall i retuming Siaskes slowly.

To answer the call:
1 Lift your handset.

Il a Second Call Returns

If a second call returns to your console before the first call is answered, the
transfer return identification light patterns change to identify the second
returning transferred call. When a second call returns:

The red light moves fo the line button of the second call ond fleshes rapidiy,

The gresn flight mext fo the Awlo Inbercom bution for the voige ferminal from awrich the second
call i returning flashes slotoly.

To check the status of the first returming transferred call:

1 Witheut lifting your handset, touch the line button of the first call,
The red light meves heck to the line buttom of the first call. IF the red light flasies, the call
Rasn’t bern answered; if Hie red fight is steadly, the call fus been angswered.

To answer the call:

1 Lift your handset.
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CALL PARK WITH If a call comes in for a person who may be in ane of several locations, you .

LOUDSPEAKER PAGE won't know to which voice terminal to transfer it. 1f you have a loudspeaker
paging system eonnected o your MERLIN II system, you can “park” the call,
and then use the paging system to announce the call.

To park a call by dialing your own intercom number;
1 Touch Transfer.

2 [Hal your own intercom number.

To page the person for whom the call is intended:

1 Teuch Loudspeaker Page or dial *%9 and the line number of the
loudspeaker paging system.
2 Take either action as appropriate:

— If you have a multi-zoned paging system, listen for the dial tone.
Then dial the number corresponding to the appropriate zone.

— If you have a single-zone paging system, go on to the next step.

3 Lift your handset and make your announcement. Tell the person you're
paging to pick up the call using either the Line Fickup feature or the Call
Pickup feature (see "Line Pickup® or "Call Pickup® in Section &,
"ReferenseT).

4 When you're finished, hang up.

1f the call isn‘t picked up within three minutes, your console beeps to let you
know the call hasn't been answered, ‘
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Paging and Message Handling

t PAGING The MERLIN T system provides two paging methods:

s The Loudspeaker Page feature requires a loudspeaker paging system
connected to your system.

s The Group Page feature allows you to make announcements ko groups
of people through their voice terminal speakers. It requires no optional
equipment.

Loudspeaker Page

If your business has a loudspeaker system, you can use your handset to
contact people who aren't always at the same location. When a call comes in
for someone who isn’t at his or her voice terminal, for example, you can put
the call on held and page the person using the Loudspeaker Page button.
Your equipment may be set up to page your entire facility or to page specific
areas. Check with your system administrater for more information about
your particular loudspeaker system.

To page somenne:

1 Touch the Loudspeaker Page button or dial *%% and the line number of the
loudspeaker systerm.

2 Make your announcement through your handsel.

3 Hang up.

Group Page

L' You use Group Page to make an announcement through a group of voice
terminal speakers. If your system administrator has set up paging groups. he
or she can give vou a list of the people in each group {you can have up lo ten

people in a paging group).

To page a group of voice terminals:

1 Touch Intereom-Voice or Intercom-Ring,.
2 Lift your handset.

5 [Hal the appropriate Group Page code:

851 for group 1
BoZ group 2
Bal group 3
Bed  group 4
B6S group 5
b6 group &
Ba7 group 7

4 When you hear a beep, make your announcement thraugh the handset.
(You hear a busy signal if all the voice terminals in the group are busy.)
E Hang up.
You may want to program buttons for groups that you page frequently. This
means you just touch a button (Group Page 1, Group Page 3, and 50 on)
instead of touching an intercom butten and then dialing a code. See Section
U 6, “Reference,” for information on programming Group Page buttons. Keep

in mind that the light next to a Group Fage button doesn’t indicate the busy
status of voice terminals in the group.
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"UANING ON MESSAGE
LIGHTS

B18  Ovendew

If you have an Auto Intercom button for a co-worker, vou can turn on the
Mezsage light at that person’s voice terminal whenever you take a message
for him or her, When the person sees the light on, he or she can contact you
to get the message. Either you or the person can then turn off the Message
light.

NOTE: People with 5-button voice terminals must program a Message
Button in order for you to turn on their Message lights. People with
7406 voice terminals without displays must program a Message button
and a Delete Message button in order to tumn off their Message lights
once you turn them on, People with basic telephones must dial #54
to turn off their message lights. '

The procedure you use to turn on Message lights at people’s voice terminals
depends on the type of console you have.

34-Button Console

You use the Send Message button on vour console to turn on the Message
lights at people’s voice terminals. 1f your console doesn’t have a Send
Message button, you must program one. See Section 6, "Reference,” for
programming instructions for the Send Message button,

When you take a message for someone, check the red light next to the Auto
Intercom button for the person's volce terminal. If the red light s on, the
person’s Message light is already on, You don’t need to do anything.

Follow these steps to turn on the red light next to a person’s Message button:
1 Touch Send Message,

2 Touch the Auto Intercom button for the person’s voice terminal,
Thr red fght mext to the Awlo Intercom huttan goes on, telling you fhe person’s Message
Tight is [it,
Onee you've delivered people’s messages, you can turn off their Mesgage
lights, except at voice terminals with displays, Follow these steps:

1 Touch Send Message,

2 Touch the Aute Intercom button for the person’s voice terminal,
The red ligh! goes off.

Console with Attendant Intercom Selector and Display Consale

Follow these steps to turn on a Message light from a console with Attendant
Intercom Selector or a display consale.

1 Touch Message Status.
The light rext fo the bufton govs on (2 steady green light for the consale with Altenaan!
intercom Selector, a flashing red Fight for the display sonsole).

2 Touch the appropriate Shift button, if you're not in the correct band for
this person’s intercom number,
ThHe ghen JI'EFPI' wert b the Shift buthen gost on.

MOTE: When you see the steady or flashing light next to Message
Status, you know that the lights next to the Auto Intercom buttonz on
your console show message status and not voice terminal status.




2 Take either action, as appropriate:

— If the green light is on next to the person's Auto Intercom button, his
or her Message light is already on. Go to step 4.

— If the green light next to the Auto Intercom bution is off, the person’s
Message light isn’t on. To turn it on, touch Send Message, then
touch the Auto Intercom button for the person’s voice terminal.

The gresn Hghl nexd do fhe bullon goss o,

4 Touch Message Status to return to normal operation.
The light rext to Message Status goes off,

NOTE: When the light next to Message Status is off, you know that the
green lights next to the Auto Intercom buttons show voice terminal status,
not meszage status,

After you've delivered someone’s messages, you can turn off his or her
Message light, unless the person has a display voice terminal. Follow these
EtE"l’-‘ﬁ-!

1 If the light next to Message Status is off, touch Message Status.
2 Touch the appropriate Shift button.

3 Tf the green light next to the person’s Auto Intercom button is on, touch
Send Message,

Teuch the Auto Intercom button for the person’s veice terminal.
5 Touch Mesaage Status to return t0 normal operation.
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Placlng Calls

INTERCOM CALLS WITH
RINGING SIGNAL

INTERCOM CALLS WITH
YOICE ANNOUNCEMENT

E-20 PFlacing Calls

You ¢an place two types of calls from your console;

» Intercom calls to other people connected to the MERLIN 11 system
¢ Cnebzside calls

Follow these steps if you want your call to ring at the other person's voice
termimal:

1 Touch Intercom-Ring wnless the red light next to it is already on.

2 Touch the appropriate Shift button (conscle with Attendant Intercom
Selector or display console).

2 Without! [ifting wour Randset, touch the Auto Intercom button for the person.
Your corsols s_p'e‘.'.‘.l'ﬂg.uq: ar, @nd et hear ﬁr:g]'ng,

4 When the person answers, lift your handset,

Flace intercom calls with veice announcement when you want to;
» Make a brief, one-way announcement to someone

« Ask somecne to pick up his or her handset so that you can have a
conversation

e Make an announcement to someone who is on an outside call (the
person’s voice terminal must be administered fo allow a Voice
Announcement to Busy Voice Terminal, as described in Section 6.)

HOTE: People with 7406 voice terminals will receive voice-announced
intercom calls as ringing calls.

With an Auto Intercom Button

If you have an Auto Intercom button for the person, follow these steps to
announce your call through his or her voice terminal speaker:

1 Touch Intercom-Yoice.

2 Lift your handset.

3 Touch the appropriate Shift button [conzole with Attendant Intercom
Selector or display consale).

4 Touch the Auto Intercom button for the person’s voice terminal.

5 When you hear the beep, speak into your handset.

Without an Auto Intercom Button

If you don’t have an Auto Intercom button for the person, follow these steps
to announce your call through his or her voice terminal speaker:

-

Touch Intercom-Voice.
Dial the person’s intercom number.
Lift your handset.

E T I 5]

When you hear the beep, speak into your handset.
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OUTSIDE CALLS

LINE REQUEST

CONFERENCE CALLS

When the ted light is on next to a line button, that line is the one you get
when you lift your handset.

To place an outside call:

1 Lift the handset. -
The system dutematically conrrcts you fo the line with the red light nex! lo its line huthon.

2 Dhal the nomber,
To place a call on a line other than the line with the red light next o it:

1 Touch the button for the line you want,
Ther t2d light moves fo thaf birbon.

2 Lift the handset,
3 Dial the number,

You may want to use a line that is currently busy (the green light next to the
line butten is on). You can have the MERLIN Il systern signal you when that
line becomes free,

1 Without lifling the hendset, touch the button of the busy line.
The red light sexd to the buttom goes on. When thal Tine beromes aoaifably, your cowsale,
rings.

2 After you hear the ting, lift the handset.
You hear a dial tone,

3 Dial the number.

You cancel your Line Request when you touch another line button or when
you receive o place another call.

For detailed instructions for setting up conference calls and connecting
outside callers to outside lines, see “Conference” in Section 6, "Reference.”
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Activating Enhanced Night Service

WITHOUT DUTWARD
RESTRICTION

WITH QUTWARD
RESTRICTION

Your administrator may have set up the optional Enhanced Might Service ‘
teature for your business. MNight Service can be administered to go on and off
automatically at preset times each day. If it isn't administered for automatic

operation, you may be responsible for turning Might Service on at the end of

the workday and turning it off at the beginning of the waorkday.

How you turn Night Service on and off depends on whether your systemn has
Night Service with Outward Restriction, Ask your systern administrator how
Night Service is administered for vour system, and then follow the
appropriaté procedure,

If you need to program a Night Service button on your console, see
*Enhanced Night Service® in Section &, "Reference,

Follow the procedures given below if you have Enhanced Might Service
without Qutward Restrichon.

To tum on Night Service:
1 Touch Night Service,
The greem Tight mext to thr button goes on
To turn off Might Service:
1 Touch Night Service.
The greem Nght gors off.

If your system is administered with the Crutward Restriction option, you need
te know the system password to turn Night Service on and off. Ask your
system administrator for the password.

Follaw the procedures given below if vou have Enhanced Night Service with
Outward Restriction,

To turn on Night Service:

1 Touch Night Service,
The gresn light flazhes nex? o e bution.

2 Dial the password,
The green light becomes steady,

IF you don't enter the password within 1 minute or if you make a mistake
dialing the password, the green light goes out and Might Service remains
off. If this happens. just touch Night Service again and dial the password,

To turn off Night Service:;

1 Touch Night Service.
The green fight Tashes.

2 Dial the password.
The preen light goes aff.

If you don’t enter the password within 1 minute or if you make a mistake

dialing the password, the green light becomes steady and Night Service

remains on. I this happens, just touch Night Service again and dial the ‘
password.
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Using the Speaker

ON-HDOK DIALING

MOMITOR-ON-HOLD

GROUP LISTENING

You can use your console’s speaker to dial without lifting your handsst,
monitor a call on hold, or let others in the room listen to your conversation.

Instead of using your handset to listen while you place a call, you can ust
your console’s built-in speaker. Follow these steps:

1 Touch Speaker.
The light goes an next fo Speaker and you hear a dul fone.

2 If you're placing an intercom call, touch Inter¢om-Ring or Intercom-Voice,

3 Dial the number.

4 If the other persan answers, lift the handset. If ne ome answers, touch
Speaker again,

When vou've been put on hold, you can go on working while you wail for
someone to Teturn to a call. Follow these steps:

1 Touch Speaker.

2 Hang up.
Yaw hear a sgueal a5 the kardse! nesrs the speaker, bul this aoukd dissppears a5 you
hang up.

5 When you hear the person on the other end return to the call, lift your
handset.
The spesker goes off automaticatly.

To let others in the room hear your telephone conversation:
1 Without hanging up your handset, touch Speaker.

You must speak to the other person through the handset unless you have a
Hands-Free Unit,

TIP: Touch Speaker again before hanging up. This prevents 2 squeal
from your speaker as the handset comes clese 1o i,
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