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FCC Regulations

This equipment complies with Part 68 Rules and Regulations
of the FCC Regulations for direct connection of the public
switch telephone network.

Radio frequency interference

Warning: This equipment generates, uses, and can radiate
radio frequency energy, and if not installed and used in
accordance with the instruction manual, may cause interfer-
ence to radio communications. It has been tested and found
to comply with the limits for a Class A computing device
pursuant to Subpart J of Part 15 of the FCC Rules and CSA
specification C1 08.8, which are designed to provide reason-
able protection against such interference when operated in a
commercial environment. Operation of this equipment in a
residential area is likely to cause interference in which case
users will be required at their own expense to take whatever
measures necessary to correct the interference.

This apparatus does not exceed the Class A limits for radio
noise emissions from digital apparatus set out in the Radio

Interference Regulations for the Canadian Department of
Communications.

CAUTION: The StarTalk Mini module contains fragile

electronic parts. It weighs 2.2 kg (approximately 5 Ibs).
DO NOT DROP OR BUMP THE MODULE.

_ Unit must be powered from a class 2 power source UL
and CSA listed.
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In the event of equipment malfunction, all repairs will be
performed by Northern Telecom or by one of its authorized
dealers.

Address of repair facilities

USA:

Northern Telecom Inc.

Nashville Repair & Distribution Center
640 Massman Drive

Nashville, TN 37210

Attn. RA# __

Tel: (615) 883-9220

Canada:

Northern Telecom Canada Ltd.
Telecom Service Division

12345 Albert Hudon Blvd.

Montreal North, Quebec

H1G 3L1

Attn: Customer Service, Dept. 0914
Tel: (514) 324-2020

telemanuals.com
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Introduction  The StarTalk Mini module has the following:

' 90 minute Message Storage Pack
two-voice channels/one-port
no replaceable parts
an external power supply

Ports  The StarTalk Mini module is connected to the Norstar KSU
through the station port. The station port is capable of having
either two voice or a voice and data conversation simultane-
channels  ously. The two voice channels are referred to as the B1 and
B2 channels. StarTalk uses the B1and B2 channel capability
of the Norstar Station port. This provides StarTalk with the
capability of handling two calls simultaneously on the port.

VS

Before 1  Read this guide.
you start 1 Make sure the compatibility conditions are met. A
Compatibility check list is provided on page 2 of this
guide.

| Make sure all the equipment in the package is
accounted for. A Package check list is provided later '
in this guide.

] Make sure the environment and electrical conditions
are met. An Environment and an Electrical check
list are provided later in this guide.

I Make sure you have the necessary tools to complete
the installation. A Special parts check list is
provided later in this guide.

u Make sure you are familiar with the steps required to
install StarTalk. An Installation check list is provided
later in this guide.

U  Make sure you know the StarTalk Feature Codes. For
more information about Feature Codes, refer to
Determining StarTalk Feature Codes.
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Compatibility

StarTalk is compatible with Norstar Compact KSUs (6 x 16)

check list €duipped with:

Package
check list

) DR2 software
] DR5 software

StarTalk is compatible with Norstar Modular KSUs (8 x 24),
equipped with:

(d  DR2 software version 5.2 or greater
() DR3 software

() DR4 software

Il DR5 software

L Centrex software

'l Centrex+ software

To determine the software type and version of the Norstar
KSU, refer to Determining the KSU software type and
version.

Make sure the package contains:

the StarTalk Mini module

[ a power supply

(1 an RJ-11 teladapt connection cord

(1 a shrink wrapped package of documentation

.Ccom
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Environment The installation area should be:

check list 0

U

clean, free of dust, dry and well ventilated

between 0" and 40" Celsius (approximately 32" to 105"
Fahrenheit)

non-condensing relative humidity between 8% and
85%

at least 4 m (approximately 13 ft) from equipment such
as copiers, electrical motors and other equipment that
could produce electromagnetic, radio frequency and

electrostatic  interferences

a wall area approximately 1 m square (approximately
31t sg)

within 305 m (approximately 1000 ft) of the Norstar
KSU

within 2 m (approximately 6 ft) of a three-wire
grounded electrical outlet

a minimum of 16 cm (approximately 6 in) from a corner
wall or other component

a minimum of 46 cm (approximately 18 in) from the

floor

Note: The distance from the floor should be enough to
prevent water damage.

com
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Electrical
check list

The electrical requirements for the StarTalk Mini module are:

I

ul
‘)
0]
-

for the1 10 V product
voltage 115 VAC nominal (105 to 132 volts)

for the 220/240 V product
voltage 220 VAC or 240 VAC nominal
(180 to 263 volts)

frequency 50/60 Hz nominal (47 to 63 Hz)
current 0.5 Amps maximum
3rd wire ground

unswitched

Note: The StarTalk Mini module does not require a dedi-
cated circuit. DO NOT connect the module to an outlet on a
circuit that is likely to be overloaded or used by large office
equipment or power tools.
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Special parts To begin an installation, you need:
check list ) screwdriver or power drill

U  anti-static grounding strap

u two "6 x 20 mm ("6 x 3/4") wood screws (power
supply)

] two “10 x 20 mm (*10 x 3/4") wood screws (module)
U  one modular telephone jack
twisted pair station wire
U  plywood backboard 2 cm (3/4") thick
L1 surge protector (recommended)

|lJ RS-232 terminal or RS-232 printer and RS-232 printer
cable (optional)

L1 Norstar Installation Guide*

Note: This equipment is not supplied with the StarTalk Mini
module.

* You might need this guide for instructions on installing a
Norstar station port in the event there are no free station ports
available at the distribution block.
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Installation Instaling a StarTalk Mini module means you must:

check list 1 Install the module

’ mount the unit to the wall
connect the station port
mount the power supply

! connect the power supply

(1 Initialize StarTalk

L] Connect a terminal or printer if required (optional)
Ll Determine the Feature Codes

0  Set the Date and Time
U

Name the StarTalk port
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|nS'[a||ing After you have verified the environment conditions and your
the module equipment, select a location for the module that is close to
the KSU, in a place free of traffic. The area should be free of
dampness and dust.

Warning: The StarTalk Mini module weighs 2.2 kg (5 Ibs)
and contains fragile electronic components. Do not drop or
bump the module.

4

Figure 1 - StarTalk Mini
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Mounting steps

Stk e miin e i et e

You must open the door of the unit before you can mount the
module. To mount the module:

L Hold the StarTalk Mini module against the plywood
backboard next to the KSU.

2. Install a 10 wood screw in the top screw hole, but do
not tighten it completely.

3 Make sure the module is level. Install and tighten a
wood screw in the bottom screw hole.

4, Tighten the top screw to secure the module.

You are now ready to connect the module to the KSU.

- LED

- Teladapt
jack

-~ 25 Pin
connector

Mountingy
screw

holes

1 - Power

supply
connector

Figure 2 - Stat-Talk Mini -
mounling screw holes and
connectors
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Figure 3 — StarTalk Mini - installation overview
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Connecting the  Before you start connecting the module, make sure one
module to the Norstar station port is available at the distribution block. For
Instructions on installing a station port, refer to the Norstar
KSU installation Guide that came with the Norstar KSU.

IMPORTANT: If you are installing StarTalk on a Modular
DR2 KSU using software version 5.2, DO NOT connect
StarTalk to Norstar station ports 107, 121, 312, 512, or 712.
To determine the software version, refer lo Determining the
KSU software type and version.

To wire the module:
1 Locate the distribution block.

2. Make sure there is one available station port at the
distribution block.

3. Mount the RJ-I 1 teladapt jack next to the distribution
block.

4, Using twisted pair station wire, connect the teladapt
jack to a free station port on the distribution block.

5. Test the port using a working Norstar telephone.

6. Connect one end of the RJ-11 teladapt connection '
cord to the station port at the side of the module.
Connect the other end to the jack at the RJ-11 teladapt
jack. Do not use a teladapt cord that is longer than
4.5 m (approximately 14 ft).

You are now ready to connect the power supply.
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Mounting y ou must open the door of the unit before you can mount and
and connect the power supply. To mount the power supply:

COﬂneCting the 1. Using two "6 wood screws, secure the power supply to
power Supply the backboard next to the StarTalk Mini module.

Connecting the power supply turns ON the power to the
StarTalk Mini module. To power on the module:

2. Plug the five pin connector into the receptacle located
on the right side of the module.

3. Plug the three-prong plug into a grounded, electrical
outlet.

The red power Light Emitting Diode (LED) on the module
should light up. If the LED does not light up:

4, Verify there is power at the AC end of the power
supply.

5. If there is power at the AC outlet, verify there is power
at the DC end of the power supply.

6. If there is power a the DC end of the power supply,
replace the StarTalk Mini module.

Unit must be powered from a class 2 power source UL
and CSA listed.

This completes mounting and connecting the power supply.
You are now ready to begin initializing StarTalk.
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Preparing to Initializing StarTalk establishes:
initialize the DN digit length to match the Norstar DN length
StarTalk . the primary and alternate languages of the StarTalk
voice prompts
if the Group List option is enabled
the leading digit for Group Lists (if the Group List
option is enabled)

Before you begin:

(4 Know the Norstar DN length. If you do not know the
DN length, go to any Norstar telephone and press
Feanre ) (%) 1) and (iecon ) The DN appears.
Count the number of digits in the DN.
Important: If you are using StarTalk with Norstar
Centrex software, you must set the DN type of the
StarTalk DN to be 'Norstar Only’ before you initialize
StarTalk. For instructions on setting the DN type, refer
to the Norstar Centrex Installer Guide.

4 Determine if the system is using the bilingual language
capability.

4 Know the primary and alternate languages to be used.
I) Know if the Group List option is enabled.

] Know the leading digit for Group Lists. The Group List
leading digit default is nine.

U Determine the StarTalk Feature Codes.
Note: For information about Feature Codes, refer to
Determining StarTalk Feature Codes or the StarTalk
Mini Programming Record. To initialize StarTalk,
you must use a Norstar M7310 or M7324 telephone.
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Initializing To initialize StarTalk:
StarTalk

Enter the System Administration Feature Code.

Note: The default code is [Feawe ] (9] (8]
The display shows:

?Pgmd: |
RETEY 2k /

2. Enter ) (6] (6] (3] (1] [«] (CON FIG)

3. Press 11k
The display shows:
{ DM lenath:z \

Note: To change the mailbox number length, press
IZHHG and enter the new DN length. The mailbox DN
length MUST be the same as the Norstar DN length.
The mailbox number range is between two and seven
digits.

4, Press HE®T
The display shows:

{ Bilirgual 7
| VvE= M

e e
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5. Press “ES or HO
The display shows:

F'r"if"iar"':‘ larad =
EMG [ALTL |

AT A IR YR TR R T ET PO YT YT

o o

Note: A L T represent French or Spanish. Either FEE
or SFA appears on the display. English is abbreviated
as EHG, French is abbreviated as FRE. Spanish is
abbreviated as =FH.

P

6. Select the primary language.
The display shows:
{ Grour listz? Y :
| CHMG _ ak
| — i I s |
1. Press [k to enable Group Lists.

Note: If group lists are not required, press CHHIG
This changes the % to an H.

Caution: If you disable Group Lists, you must re-
initialize StarTalk to re-enable Group Lists.

The display shows:

{GLizt 1lead dig: 3 |
{ CHHG () :

| — R S— S S————

Note: If 9 is not the Leading Digit for Group Lists
indicated on the StarTalk Mini Programming
Record, press HHG and enter the Group List
number.

Important: The Group List Leading Digit can be any
number from 0 to 9. The Special Mailbox numbers
automatically begin with 1, so if you select a Group
List Leading Digit of 1, the Special Mailbox numbers
will begin with 2. For example, the System Coordina-
tor mailbox would be 22. The Group List Leading Digit
cannot be the same as the first number of the mail-
boxes on the Norstar system.



Brandon Hunt



telemanuals.com
StarTalk Mini Installation Guide 15

10 Press [k to enable the Leading Digit.
The display shows:

11, Press 0K
The display shows:

[Eirznruf'i';ll.u'- 19, ..

When the StarTalk initial configuration is completed, the
display shows w4z tem reads and Exi t. then returns
to the Norstar date and time.
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Connecting a Connecting and using a printer to print StarTalk Reports is
printer to the optional. If a printer is not required, proceed to StarTalk

. . communication parameters. Before you install the printer,
StarTalk Mini make sure you have an RS-232 cable. If you are connecting

module a printer, we recommend using a ribbon cable RS-232
connector.

Printer check list  The printer specifications must be met before you connect
the printer. These are:

1 serial printer type
Note: StarTalk does not work with a parallel printer
unless a serial to parallel interface is used.

Il printer speeds must support 300 baud

U hardware and software compatibility

Note: StarTalk supports XON/XOFF, and all reports
are terminated by line feed/carriage return.

. cable type must be straight through

You must open the door of the unit before you can connect
the printer. To connect a printer:

L Plug the male end of the R5-232 cable into the
RS-232 port.

2. Plug the female end of the RS-232 cable into the
modem port, located at the back of the printer.

Important: The StarTalk Mini module RS-232 port is a
standard RS-232 connector. Make sure you use an appropri-
ately constructed cable to connect the printer to the StarTalk
Mini module. For more information, refer to Figures and

. Tables.
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StarTalk The StarTalk communication parameters are fixed and
communication cannot be changed. The communication parameters are:

parameters . 300 baud
7 data bits
Lstop bit
even parity

For the FE-232 terminal to communicate with StarTalk, the
terminal parameters must be set to match the StarTalk
parameters.

Note: When configuring the terminal, StarTalk supports
carriage return.

For instructions on setting the RS-232 terminal communica-
tion parameters, refer to the instruction manual that came
with the terminal.

Connecting an  You must open the door of the unit before you can connect
W-232 terminal the BS-232 terminal. To connect the RS-232 terminal to
StarTalk:

L Pin 2 on one end is connected to pin 2 on the other
end, pin 3 on one end is connected to pin 3 on the
other end, and pin 7 on one end is connected to pin 7
on the other end. The end of the cable attached to
StarTalk must be male. For more information, refer to
Figures and Tables.

2. Attach the RS-232 cable to the StarTalk KS-232
connector.

3. Attach the other end of the cable to the modem
connector on the terminal.

The RS-232 parameters must be set to match the StarTalk
Mini default parameters.
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Determining  The default Feature Codes for StarTalk are 980 through 986,
StarTalk inclusive. When these codes are used by other Norstar
applications or products (i.e. PCI, DBN, Hourglass, or
Feature Codes svbr) Norstar assigns Feature Codes between 900 and 999
to StarTalk. These codes might not be assigned in sequential
order.

To deterrnine the StarTalk Feature Codes:

L Press (reawwe ] (3] (¥} (1) on a Norstar M7310
or M7324 telephone. The display shows:

( Leave mza:mdy 3
{ HEST

PP S PR, [ S — )

Note: 7 represents a number between 00 and 99.

2. Record the Feature Code for the Leave Message
Feature on the StarTalk Mini Programming Record,
and Figures and Tables, Table 4.

3. Press HE=T The display shows the Feature Code

for the Open Mailbox Feature. Record this code on
the StarTalk Mini Programming Record, and
Figures and Tables, Table 4.

4. Continue pressing HEXT to show all of the StarTalk
Feature Codes. Record each Feature Code on the
StarTalk Mini Programming Record, and

Figures and Tables, Table 4.

When you reach the final Feature Code the display

shows:
Tranzferd )
BUIT )

To end this StarTalk session, press {fis |
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Determining the To determine the StarTalk DN:
StarTalk DN

L Enter the StarTalk Directory Number Code.

Note: The default code is [featue 7] (9] B]) [5)
The display shows:

Note: i+ represents the directory number

To end this StarTalk session, press (]
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Setting StarTalk The StarTalk Date and Time is independent of the Norstar

Date and Time

4, Press [CHHiG

Date and Time, and must be set after you initialize StarTalk.

The StarTalk Date and Time is part of the StarTalk envelope
information that is stamped on incoming messages. The date
and time stamp also indicates to StarTalk which greetings to

play.

To set the date and time:

1 Enter the Date and Time Feature Code.

Note: The default code is [reawre ] (o] (8] (+])
The display shows:

Ry Ll:l g : ._::.
LUTT RETRY ik
P T L

2. Enter [i] (] () 6] @) @)
Note: This number depends on the mailbox number
length being used. For example, if the mailbox
number length is six, you would enter 1000020000.
The mailbox number and default password combina-
tion for each mailbox number length are shown on
Figures and Tables, Table 3.

3, Press 1 K

The display shows:

ST OT I NG Soanior SO LT O T Etoakt

 idate>
CHHG

The display shows:

”:Enter et
RETRY
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5. Enter <the year, month, and day>
Note: This is a six-digit field. Any single month or day
must have a zero preceding the number. For
example, June 4, 1992 must be entered as 920604.

6. Press HE=-T
The display shows:

{ itimes ﬁ
| cHuG HEXT

1. Press CHHG
The display shows:

‘ Enter bibrras
RETEY )

8. Enter <the time in hours and minutes>
Note: This is a four-digit field. Any single hour or
minute must have a zero preceding the number. For
example, 7:09 must be entered as 0709.

The display shows:

( Erter hhoui<bine? f
RETRY A P

O S | SoS——— % ——

9. Press AWM or FH
The display shows:

( ctimes
| CHHG HEST

Note: To return to the date display, press HE=T

To end this StarTalk session, press (]
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Naming
StarTalk
port

Using StarTal k
with Norstat
Centrex and

Centrex+
software

After the installation and initialization are completed, we
recommend you use Norstar Configuration programming to
rename the Norstar station port to:

STARTLE

Note: For more information, refer to the Norstar Installation
Guide that came with the Norstar KSU.

When you use a StarTalk Mini module with Norstar Centrex
and Centrext software, you must program Norstar param-
eters correctly to ensure StarTalk operates properly. Assign-
ing the StarTalk DN type and setting Centrex and Centrex+
thresholds are the two most important parameters. To check
other Centrex and Centrext feature compatibility, refer to the
StarTalk Mini Set Up and Operation Guide, Appendix A.

Important: When you are using StarTalk with Norstar
Centrex and Centrext software, you must ensure you
designate the StarTalk DN as 'Norstar only’. For instructions
about determining the StarTalk DN, refer to Determining the
StarTalk DN, earlier in this guide. For instructions about
assigning the StarTalk DN type, refer to the Norstar Centrex
Installer Guide or Norstar Centrext Installer Guide.
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Trouble-
shooting

Troubleshooting the Star-Talk installation is needed if you
attempt to initialize the system and the display shows:

L Inactive featursa J

Should this occur:

Note

Check the wiring at the distribution block, then enter
the System Administration Feature Code. The default

code is [Feawne ] (o] (8] [3]

The display should show:

e

! ) e | Sa——

' Lod:
UIT FRETEY (]

If the display still shows | nac t. i ve feature
disconnect the AC power and check all the wiring for
the StarTalk Mini module. Make sure the:

power supply is connected and plugged in

StarTalk Mini module has had the necessary time to
complete the three to five minute self testing
procedure

StarTalk is connected to a working station port

power source to the StarTalk Mini module is not
damaged

After checking all the wiring, reconnect the power.
Wait three to five minutes and enter the System
Administration Feature Code.

The display should show: Lz3:

If you have checked the wiring and the module is still

not operational, unmount and repackage the module, and
return it to your distributor.
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Determining the
KSU software

type and
version

The Modular KSU is available with DR2, DR3, DR4, DR5,
Centrex, and Centrext software. To determine the kind of
software and software version in the Norstar system:

1. Enter the Norstar Configuration programming from any
M7310 or M7324 telephone.

Note: For more information on Configuration program-
ming, refer to the Norstar KSU Installation Guide.

2. Press (mack | to move to the Heading

W

Press  [snow
The display shows: 1. Zwztem Herzion

4. Press ([Gow )

For example: the display shows: =F: Z@EXFAZ The third
character to the right of the colon indicates the kind of KSU
software. The fourth character to the right of the colon
indicates the language combination of the KSU software.

The last three characters indicate the version of software
being used.

If the fifth character to the right of the colon is not an E, the
KSU software is compatible. If the character is an E,
continue to verify the version number.

Norstar uses letters of the alphabet to designate version
numbers. The letter A represents 0, letter B represents 1,
letter C represents 2, and so on.

In the example, FO2 is the version number where F repre-
sents the number 5. Therefore, the KSU software version
number is 5.2.

Note: If the software type is not DR2 version 5.2 or greater,
you must upgrade the Norstar software.
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Determining To determine the software version of the StarTalk Mini

the StarTal k module:

software

version

Enter the System Administration Feature Code.

Note: The default code is [reawwre” ] (9] (8] (3]
The display shows:

”LOQZ
| oIt RETRY O
o e

Enter (1] BJ (] ] [} [o]

Note: This number depends on the mailbox number
length being used. The mailbox number and default
password combination for each mailbox number length
are shown on Figures and Tables, Table 3.

Press (K
The display shows:

Hdmin
MED: HH
I I L L —

Press [4)
The display shows:

r "'_ A AZ.'.’??, SANAAASAA S AL AORARARAAS '.’j'f»’f.'.‘ POABAAARA "Z‘L'.'J.’?Z'.‘ZZ.'I.'.".‘:’“\' "l

StarTalkl,® |
_ Ok )
o] | s

To end the StarTalk session, press




26  StarTalk Mini Installation Guide

Flgures and  The straight through cable is connected from the StarTalk
Tables Mini module to an RS-232 terminal. Pin 2 on one end is
connected to pin 2 on the other end, pin 3 on one end is
connected to pin 3 on the other end, and pin 7 on one end is
connected to pin 7 on the other end. The end of the cable
attached to StarTalk must be male.

Note: If the connector is not a 25 pin RS-232 connector,
refer to the operating manual of the terminal you are connect-
ing for instructions.

Figure 4 - Pinout Diagram

StarTalk Mini Module Pin RS-232 Terminal
Transmit Data Pin 2 Receive Data

| Receive Data Pin 3 Transmit Data
| Ground Pin 7 Ground

Table 1 - Pin Definition




StarTalk Mini Installation Guide

27

Figure 5 Attaching the RS-232 cable

&

IR
e

Pin

Connection

gk, w N

+15V
no connection
GND
+5V
GND

Table 2 — Pin out of connector from the power

supply to StarTalk Mini

Figure 6 =~ Connecling the power supply
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4 Norstar StarTalk mailbox System Coordinator mailbox
DN length | number length and default password
combination

120000
1020000
10020000
100020000
1000020000
10000020000

~N D O B WD
~N O s

Table 3 - Norstar DN length, corresponding StarTalk mailbox
number length and System Coordinator mailbox number and
default password combination

The default Feature Codes for StarTalk are 980 through 986,
inclusive. When these Feature Codes are used by other
Norstar applications or products (i.e. PCI, RAD, SMDR)
Norstar assigns Feature Codes between 900 and 999 to
StarTalk. These codes might not be assigned in sequential
order. Record the assigned Feature Codes on Table 4.

—

Feature Code name Number

Leave Message Feature 9 _
Open Mailbox Feature 9 __ __
Operator Status Feature 9
System Administration Feature 9 __ __
Date and Time Feature 9 __ __
Directory Number Feature 9

Transfer Feature 9 _

Table 4 - Assigned Feature Codes
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How to use this guide

Introduction This guide is designed to assist you in using the Norstar Business Communica-
tion StarTalk Mini voice module. The information contained in this guide
describes the features accessible to a StarTalk user.

This section tells you what to expect as you read through this guide, and how
information contained in this guide is presented.

How The StarTalk Mini Reference Guide is organized according to sections that
this guide cover:

IS organized o , , o -
How to use this guide - provides a brief overview, identifying the organization

of this guide and the conventions used for describing features and their
operation.

Learning about StarTalk - provides an overview of how StarTalk works. This
section defines the StarTalk terms that are used in explaining the features. x

Information Mailboxes - provides a description of the Information Mailboxes
and how to use them.

Your Personal Mailbox - provides an outline of the steps you perform to set
up a Personal Mailbox, and also provides a description of all the options
accessible from a mailbox.

StarTalk's Leave Message feature - provides information about the different
options that can be selected from the Leave Message feature.

Telephone etiquette - provides a list of suggestions for operating StarTalk.

Troubleshooting ~ provides diagnostic and recovery procedures for problems
that might occur while operating StarTalk.

* Norstar and StarTalk are trademarks of Northern Telecom
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1=2 Section 1: How to use this guide

Glossary - defines the terms used in this guide.

Index - provides a list of everything contained in this guide and where the

information is located. The Index is in alphabetical order. If you cannot find a
term, try looking for your item according to its task.

;'%t'”
o
P,

Other  For more information about StarTalk, see your System Coordinator or refer to
documents the StarTalk Mini User Card.
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Knowi NQg As you work through this guide, you will notice that conventions have been used Introduct
the to represent the words that appear on the Norstar display.

different Display command line text

Sym b0| § Words in the first line of the display appear in a different text. Any word or
prompt that is part of the first line of the display appears in a different text.

Example: Fzuwd;

When you see a word in a different text, it represents the action you must take
to proceed.

Display button options text
Options in the second line of the display appear in an underlined text.

Example: Press MBQ:

When you see an underlined word, you can press the button directly below the
option on- the display to proceed.

Buttons
This guide uses dialpad button representations. Any button that appears in the
text or instruction steps indicates the dialpad button that selects an option.

Example: Press [u]
When you see a dialpad button, it represents the button you must press to '
proceed.

Angled brackets
Some information is descriptive information that is entered using the dialpad.
This descriptive information is always enclosed in angled brackets.

Example: Enter  <the mailbox owner’s last name and first initial>
The information in angled brackets describes what you should enter. In the

example above, you would enter a user’s last name and first initial by pressing
the corresponding dialpad buttons on your Norstar telephone.
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Introduction Pre- Before you attempt to use StarTalk, ensure that you are familiar with how the
requisites Norstar one and two-line display telephones operate. We recgmmend that you
look through your Norstar telephone user card before proceeding.
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Learning about StarTalk o

StarTalk

Introduction StarTakisa fully automated receptionist service that offers call routing and
message taking services. This section describes how StarTalk works and

covers:
’ basic system operation
' using the Feature Codes

. the Automated Attendant
' the Company Directory

. the different mailboxes

' using the dialpad

. the Norstar displays

. voice prompts

. exiting from StarTalk

' entering characters into the command line

J programming a Feature Code memory button

How StarTalk works with a Norstar Business Communication System, offering a
StarTalk receptionist service that routes calls and provides voice message taking
capability. When enabled, StarTalk answers incoming calls and routes the calls
works to extensions and mailboxes within the system.

StarTalk has three main components:

J Automated Attendant
Mailboxes (Voice Messaging)
Custom Call Routing (CCR)

The first component is the Automated Attendant. The Automated Attendant
works like a receptionist would when answering incoming calls. The Automated
Attendant plays a list of options to a caller with a voice prompt. If you know
which option you want, you can interrupt the Automated Attendant by pressing
your selection on the dialpad of any tone dial telephone.
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Section 2: Learning about StarTalk

Who
can use
StarTalk

When an option has been selected, the Automated Attendant responds to the
command by either routing the call to an extension or mailbox within your
company, or directing a caller to the Company Directory or designated operator.

The second component of StarTalk is mailboxes. Mailboxes are added by the
System Coordinator and then initialized by the mailbox owner. They store the
voice messages left by callers. Any caller can leave a message after a mailbox
is initialized.

Each mailbox owner can customize a Personal Mailbox with special StarTalk
options. The mailbox options are:

' record and select primary and alternate greetings
password selection
record a name in the Company Directory
set up and maintain Off-premise Message Notification
receive and send messages

The third component of StarTalk is Custom Call Routing (CCR). CCR is a
single-digit access application, providing callers with a series of voice prompts
and call transfer options. Using CCR, a user can:

. listen to the Home Menu and make a selection
listen to a pre-recorded Information Message
. leave a message in a mailbox
transfer to an extension

StarTalk can be used by any outside caller, and by mailbox owners in your
company. Away from the office, StarTalk can be used with any tone dial
telephone. Inside your office, StarTalk can be used from any Norstar telephone
or tone dial telephone connected to your company’s Norstar Business Commu-
nication System.

Even outside callers using a rotary dial telephone are able to use StarTalk.
When a caller uses StarTalk from a rotary dial telephone, StarTalk transfers the
caller to your company receptionist or designated operator. If a receptionist or
designated operator is not available 10 answer the call, the caller is transferred
to StarTalk's General Delivery Mailbox.
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About the wnen you are using StarTalk from a Norstar telephone, you must enter a
StarTaIk Feature Code. Feature Codes are used to access the different functions and

options of StarTalk. To use a StarTalk function or option, a Feature Code must
Feature fist be entered.

COdeS About

StarTalk

Feature Codes are assigned during the StarTalk installation. The default
Feature Codes for StarTalk are 980 through 986, inclusive. When these
Feature Codes are used by other Norstar applications or products (i.e. PCI,
Hourglass, SMDR) Norstar assigns Feature Codes between 900 and 999 to
StarTalk. These codes might not be assigned in sequential order. For more
information about Feature Codes, see your System Coordinator.

Table 2.1 shows the default Feature Codes, and also provides a space to
record the assigned Feature Codes.

Table 2.1 ~ Feature Codes
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Determining  To determine the StarTalk Feature Codes, you must use a Norstar M7310 or
StarTalk M7324 display telephone. To determine StarTalk's Feature Codes:

Feature L
1. Press [Featur 9 3
About Codes [Feawe ][]
: StarTalk The display shows:

Note: =:: represents a number between 00 and 99
2. Record the Feature Code for the Leave Message feature in Table 2.1.
3. Press HEXT The display shows the Feature Code for the Open
Mailbox feature. Record the Feature Code for the Open Mailbox feature

in Table 2.1.

4, Continue pressing HE=T to show all of the StarTalk Feature Codes and
record these codes in Table 2.1.

When you reach the last Feature Code, the display shows:

To end this StarTalk session, press or I T
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Feature Leave Message Feature Code
Code Is used by mailbox owners to leave a message in a mailbox initialized with
descriptions StarTalk. Users can also transfer a caller to a mailbox using the StarTalk
Leave Message feature.
About

To use the Leave Message feature, press [Featwe ] [u]) (8] (0] StarTalk

Open Mailbox Feature Code

Is used by mailbox owners to open their Personal Mailboxes. All Personal
Mailboxes are protected by a password that is established by the mailbox
owner.

To use the Open Mailbox feature, press [Featwe ][9] (8] (1]

StarTalk Directory Number (DN) Feature Code

Is used to determine StarTalk's directory number. This number is used to
forward a Norstar telephone to StarTalk and to use StarTalk with an Analog
Terminal Adapter (ATA).

To use the StarTalk DN feature, press [Feature o] ) [5)

Transfer Feature Code

Is used to transfer calls to a mailbox. While the call is active, enter the Transfer
Feature Code, then enter the mailbox number where you want to direct the call.
Do not put the call on hold. The caller is now transferred.

To use the Transfer feature, press [Feawe ] {8} 8] (6] °

StarTalk Feature Codes can be programmed for single button access. For
information on programming StarTalk Feature Codes, refer to Programming a
memory button, later in this section.

Note: The Feature Codes shown here represent the StarTalk default Feature
Codes.
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About the The Automated Attendant isthe StarTalk receptionist. When enabled, the
A m Automated Attendant answers your company’'s incoming telephone lines
utomated according to the lime of day. When the Automated Attendant is turned ON, the

Attendant Automated Attendant menu prompt provides a list of options so that a caller
About can:

StarTalk

' reach an extension or a mailbox in your company
! leave a message in a mailbox
select an alternate language (not a voice prompt)
look for an extension or mailbox in the Company Directory
reach your company receptionist or designated operator
open a Personal Mailbox as a mailbox owner (not a voice prompt)

The Automated Attendant provides callers with commands to use each of

these options. A caller must press the button associated with the option they
want to activate. For example, to use the Company Directory, press [ ]

When the default Automated Attendant menu prompt is turned OFF, the
System Coordinator must record a Customized Automated Attendant menu
prompt. This customized prompt should provide callers with a list of options,
such as leaving a message in a mailbox or reaching an operator. The custom-

ized prompt plays after the Company Greeting, and after a caller has recorded
and sent a message to a mailbox.
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About the The Company Directory is a list of mailbox owners registered with StarTalk.
Company Before any mallboxes can be used, the owners must repord their names in 'the
. Company Directory. If mailbox owners do not want their names to appear in the
D”eCtOTy Company Directory, they can see the System Coordinator. The Company

Directory can be changed at any time. About
StarTal

Any Norstar two-line display telephone user can access the Company Directory
by selecting [+ | & when the display shows the Directory option. The Company
Directory can also be opened by pressing [# ] when the Automated Attendant
announces the option is available.

When you have opened the Company Directory, you can enter the last name of
a mailbox owner or you can press [# ] to view all the names. When you view
the members of the Company Directory, the Norstar display shows the name of
the first member in the Directory. To see the next name, you must press [i ]
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About the Amailboxisa storage place for messages. The StarTalk Mini system can store
mailboxes 24 mailboxes. There are three groups of StarTalk mailboxes including:

Special Mailboxes
About : Personal Mailboxes
StarTalk ' information Mailboxes

The Special The Special Mailboxes are administered by your company’s System Coordina-
Mailboxes tor. The Special Mailboxes include:

. System Coordinator Mailbox
General Delivery Mailbox

System Coordinator Mailbox
This mailbox is used by your System Coordinator as a Personal Mailbox. You
can leave’'messages for your company’s System Coordinator in this mailbox.

The System Coordinator Mailbox has a default mailbox number of 12. This is
the number assigned when the mailbox number length is set at two. Mailbox
number lengths range from two to seven digits. For more information about the
System Coordinator Mailbox numbers, see your System Coordinator.

General Delivery Mailbox

This mailbox is used to collect messages from callers who use a rotary dial
telephone, for individuals in your company who do not have Personal Mailboxes,
and for mailbox owners whose mailboxes are full. Your company’s receptionist
or System Coordinator will route messages left in the General Delivery Mailbox
using StarTalk's COPY option.

The General Delivery Mailbox has a default mailbox number of 10. This is the
number assigned when the mailbox number length is set at two. Mailbox
number length ranges from two to seven digits. For more information about the
General Delivery Mailbox numbers, see your System Coordinator.

For more information about the Special Mailboxes, see your System Coordina-
tor,

Important: If the Group List leading digit is assigned as 1 and the mailbox
number length is 2, the Special Mailbox numbers default to 20 and 22.
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Personal Personal Mailboxes are assigned by your System Coordinator and maintained
Mailboxes by the mailbox owner. A Personal Mailbox can be a User or Guest Mailbo,
For more information about your Personal Mailbox features and options, refer to
Section 4: Your Personal Mailbox.

User Mailboxes

User Mailboxes can be assigned to each user who has an operating Norstar
extension. User Mailboxes store the messages for users who are unable to
answer their telephone.

Guest Mailboxes

Guest Mailboxes provide temporary employees and guests with access to
internal messaging and call routing features. Guest Mailboxes do not have an
operating extension. To request an Guest Mailbox, see your System
Coordinator.

Information Information Mailboxes provide greetings that relay important company or
Mailboxes department messages. information Mailooxes do not have an operating
extension, To request an Information Mailbox, see your System Coordinator.

Mail box Only a few rules apply to the StarTalk mailboxes. Remembering these rules will
rules make using your StarTalk mailbox a simple, everyday task.

%

The mailbox rules are:

L You must always enter a password.

2. A mailbox can be opened from any Norstar telephone from the
Lo3a: display prompt by entering the mailbox number and password
combination.

When a mailbox is assigned to a Norstar telephone, the display always
shows the F=wdi prompt. To reach the L&od: prompt, press
OTHR o 1 [*]

When a Norstar single line display is being used, press
to reach the L=3: display prompt.

3. A mailbox must be initialized before it can be used.
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Using the The buttons on the dialpad act as both numbers and letters. Each button
Norstar represents a number and also represents letters of the alphabet.

dialpad The Norstar dialpad is shown in Figure 2.1.

About
StarTalk

Figure 2.1 ~ Norstar dialpad

When you are entering a name using the Company Directory option, you need
only press the number button associated with the letters of the name once, You
do not need to enter a comma. For example, if you are looking for the last

name Taylor, you would press: {8 2 ) (s ] (5]

When you are looking for a mailbox owner using the Company Directory, you
can find the name by entering the first four letters of the last name. If StarTalk
cannot find the name the first time, you can press RETE" or To view all
the names in the Directory, press [# ] Then press HE=T or (1] until you

find the mailbox owner you are looking for.

Note: If you are trying to find a mailbox owner with less than four letters in the
last name, for example Fry, press the buttons on the dialpad that spell the entire
last name, and press (
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Usi NQg The Norstar two-line display on M7310 and M7324 telephones provides
StarTalk information about options and commands available when you are using

. StarTalk.
with a
two-line The display can provide up to three display button options at a time. In some About
di | instances, you must wait for the voice prompt to play the other available StarTal
Isplay options. In those instances when options are played by the voice prompt and

the corresponding button does not appear on the display, you must select the
option using the numbers on the dialpad.

The Norstar two-line display is shown in Figure 2.2.

Display command line
Display button options OTHR  RETRY

i

Display buttons

Figure 2.2 ~ Norstar two-line display

Usi NG The Norstar M7100 and M7208 telephones with a single-line display can be
StarTaIk used for any StarTalk session. If you are using a Norstar telephone with a
) single-line display, the display shows only the StarTalk command.
with a
Si ng|e-|ine All options are given immediately by the StarTalk voice prompts and your

display options are selected using the dialpad only. When you become familiar with
StarTalk's options, you do not need to wait for the voice prompt to complete the

option list, you can interrupt the voice prompt and make your selection immedi-
ately.
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Using A single-tine, tone dial teleptione connected to a Norstar KSU through an
StarTalk Analog Terminal Adapter (ATA) can be used for any StarTalk session. How-
] ever, you cannot use a single-line telephone attached to an ATA for StarTalk
with an System Administration tasks.

iy Analog | N i .
StarTalk . There is no Message Waiting Notification capability when you are using an
Terminal a1,
Adapter

Although the single-line telephone does not have a feature button, you can
access StarTalk features.

To access StarTalk features, such as Leave Message or Open Mailbox, call
StarTalk and follow the voice prompts. The StarTalk DN is determined by using
Feature 985 on a Norstar telephone.

If you have an Enhanced ATA, you can also enter:

[LniC 1 (X} ) B () to open your mailbox,

or

Lk J[¥]{s]) 8] [0] toleave a message,

and

follow the voice prompts.

Note: When a caller uses StarTalk from a rotary dial telephone, StarTalk ‘
transfers the caller to your company receptionist or designated operator, If a

receptionist or designated operator is not available to answer the call, the caller
is transferred to StarTalk's General Delivery Mailbox.
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' e command line of the Norstar display shows 16 characters at a time. There
Entering Th d line of the Norstar display shows 16 ch Th
are several situations when the prompt and the information to be entered
che_lracters combined total less than 16 characters, and you can see both the command
into the and the information you entered. The prompt remains on the display when less

command than ten characters are entered. The maximum number of characters you can
line enter is 16.

For example: [ Pzud: 1111 |
\ OTHE RETRY QK

There are four situations when the command line prompt will disappear. This
happens when the display shows the command line prompt:

Hame:
Glist:
Lo
Lzt Fhi

For instance, when the display shows:

e

fVHame:
A RETEY

Once you begin to enter the last name, the command line prompt disappears.
For example, if you were entering the name S. Martin, you press the  dialpad
button for M, the display drops the Hame: command and changes to show:

~
| RETR

BESF

After you have entered the entire name, the display shows:

{ MARTIM, S
| RETRY S

The display does not show the command line prompt:
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About t h e Each command that is shown on the Norstar display is accompanied by a voice
StarTalk prompt. On a Norstar two-line display telephone, the voice prompt plays after a
) five second delay. When you do not select an option, StarTalk will exit. On a
VOICEe Norstar single-line display telephone, the voice prompt plays immediately.
prompts When you do not select an option within the next five seconds, the voice
prompt replays the options before StarTalk ends the session.

About
StarTalk

StarTalk voice prompts provide the same options as the display button options,
and additional options not appearing on the display. When the voice prompt

plays the available options, it only provides the dialpad number buttons that
invoke the options.,

When the voice prompt announces a display option with a corresponding
dialpad button, you can use the display buttons or dialpad buttons. Either
button will invoke the selected option.

When StarTalk has bilingual language capability enabled, a user can change
the language of the Automated Attendant prompts for the duration of the call.
The user can press on the dialpad while listening to the top level Auto-

mated Attendant voice prompt or before recording a message using the Leave
Message Feature.

Interru pting Voice prompts can be interrupted by selecting an option on the display or
a Vvoice dialpad. A voice prompt can also be stopped by pressing [#] You cannot
prompt interrupt a prompt that is informing you of an error.

When a Norstar single or two-line display telephone is being used, pressing
(* ] backs up the display to the-previous display prompt.

EXiting vou can exit from StarTalk by:
from
StarTalk

1. Replacing the handset.
2. Pressing an alternate line button.
3. Pressing (Bis.]

Note: When you press [Feature | the StarTalk session will end in two to
three seconds, except when you are transferring a caller to a mailbox.
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Program- Norstar enables you to program each StarTalk Feature Code to a single
ming g Mmemory button. When programmed, the StarTalk Feature Codes are easily
accessed using a single button on your Norstar telephone.

memaory
button The most frequently used StarTalk Feature Codes are:
' Leave Message Feature 980
Open Mailbox Feature 981
Determine StarTalk's
Directory Number Feature 985
Transfer Feature 986

To program a memory button:

1. Press [reawe  J{x] [3]

The display shows: l( Frezz akew J
_klzgl_IIT

. B — L ow—1

Note: What appears on the display is determined by the Norstar
software version installed on your StarTalk Mini system. Regardless of
the version in use, follow the same steps to program a memory button.

2. Select a programmable button.

3, PreSS Fealure_;**v]

4, Enter the StarTalk Feature Code number. For example, 980.

The display shows:

5. Label the button with the Feature Code description, using the paper
labels provided with your Norstar telephone.

Repeat steps 1 through 5 for each StarTalk Feature Code you want to program.
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‘ About
StarTalk
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Information Mailboxes

Introduction

Using
Information

Mailboxes .

This section describes the Information Mailboxes, how to use them, and the
tasks you need to perform to maintain them.

Information Mailboxes are set up by the System Coordinator and maintained by
the user. The Automated Attendant voice prompt provides a caller with single
digit options to access Information Mailboxes.

Note: Information Mailboxes are different from CCR Information Mailboxes.
CCR Information Mailboxes are set up and maintained by the System Coordina-
tor. Callers must use the CCR Tree to access a CCR Information Mailbox. For
more information about Information Mailboxes, see your System Coordinator.

Information Mailboxes provide messages and announcements to callers,
Information Mailboxes can be used to:

announce sales
provide product lists
announce special events

For example:

“On Your Toes Dance Studio proudly presents an extravaganza of dance. The
entertainment begins at 8:00 p.m.on July 4th. Toddlers lap is in the White
Room. Folk dance is in the Green Room. Classical balfet is in the Pink Room.
Contemporary jazz s in the Blue Room. The Studio and Recital Rooms are
located at 222 Main Street, Anywhere. U. S. A. "
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When you use the Information Mailbox feature, you must ensure the mailboxes
are accessible to callers.

Important: You must make the Information Mailboxes easy for a caller to find.
You can do this using your company’s operator or the StarTalk Company
Greetings. For details, see your System Coordinator.

If you are using a StarTalk Mini system with bilingual capability, the Information
Mailbox greeting must be recorded in both languages.

Where to Before you record your Information Mailbox Greeting, you must determine what
begin the greeting is to include. When preparing your greeting, be sure to include
important times and dates. Write the greeting out and practice reading it aloud.
When you'are confident the greeting includes everything you want it to, record
the greeting.
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Recording The Informalion Mailbox Greeting can be recorded or changed whenever you
the need to update the recording.

information
Mailbox

Greeting 1 press e ][] ] [7]

To record your Information Mailbox Greeting:

The display shows: F:”J

| OTHR  RETRY

2. Press 0OTHR

The display shows: Leas a A
| ourT

3. Enter <the information Mailbox number and password>
Note: For your Information Mailbox number and password combination,
see your System Coordinator.

4, Press o or i)

The display shows: 4 Froimarg Jrezting
| rEC FLAY HERT )
| T N " ce—

5, Press REC

The display shows: ;C?;:::Trjd Areetind:
ak

FETEY FRUSE

At the tone, record the prirnary Information Mailbox Greeting.

Note: For information about Pause and Continue while recording a
greeting refer to Section 5, Leaving a message from a Norstar
telephone.
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6. Press (1K to end the recording.
The display shows: (HHF'r Ireetind?
FETRY FLAY QK ;
T A — S—
t O iy

Note: To listen to your greeting before accepting it, press FLAY TO
record your greeting again, press FETR"

1. Press [k to accept the recording.
The display shows: | Frimars dreetin
| REC FLAY

Note: To record an alternate Inforrnation Mailbox Greeting, press
MEXT and follow the instructions that appear on the display.

To end this StarTalk session, press [fs |

%
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Introduction starTalkis a fully automated receptionist service that offers call routing and
message taking services. This section describes how StarTalk works and

COVers:

. personalizing your mailbox

. initializing  your  mailbox

J recording your primary and alternate greetings
. selecting a mailbox greeting

. mailbox options

. listening to messages

. recording a message

. mailbox administration

. changing a Company Directory name

. greeting options

. changing your mailbox password

. Off-premise Message Notification

J disabling Off-premise Message Notification
. changing the destination number

Personaliz- Personalizing your mailbox involves initializing your mailbox to receive  mes-
ing your sages, recording and selecting greetings that will make your mailbox uniquely
i yours. Personalizing your mailbox consists of:
mailbox
initializing  your mailbox
recording your primary greeting
recording your alternate greeting
choosing which greeting you want StarTalk to play
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& Initializing Initializing a mailbox prepares the mailbox to receive messages. A mailbox
your cannot receive and store messages until it has been initialized. Initializing a
mailbox involves:

mailbox
' changing the StarTalk default password
When your company’s System Coordinator registers a mailbox, it is
given a StarTalk default password. For all new mailboxes, this pass-
word is 0000 (four zeros).
' recording your name in the Company Directory
Your This establishes your “voice” name in a directory that is used by other
Personal StarTalk users and outside callers who search through the Company
StarTalk Directory.
Mailbox Note: If you do not want your name to appear in the Company Direc-

tory, see your System Coordinator.

To initialize your Personal Mailbox:

G110 ]

. F= HTJ :

1. Press

Feature

The display shows:

Note: If you are using a Norstar telephone that has not been assigned
to you, you must press DTHF to access the L=a: display prompt.
From the L23: display prompt, enter your mailbox number and the
default password. '

2. Enter <the default password 0000>

3. Press O or [1)

The display shows: (Muszt chande rpzud
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4, Enter  <your Personal Mailbox password>
Note: Your password must be between four and eight digits long. A
password cannot start with zero (0).

5. To end your password, press (it or [i]

ﬁ.AgcéPL Fassword? \
\ WES HO RULT

The display shows:

" i

e —

6. To accept your password, press YES or (4] Your
Personal

StarTalk
Mailbox

The display shows: Must record name

1. At the tone, record your name.
Note: When you record your name, remember to speak clearly and at a
pace that is easy to understand. It is a good idea to include your
mailbox number in your Company Directory recording. For example,
“Marina Franco, mailbox number 41 "

8. To end your recording, press k. or

FFQDGEFL name’?
\ FETRY FLAY

The display shows:

Note: To replay your recording before accepting it, press FLAY

or [1]

To re-record your recording, press RETEY or
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9. To accept your recording, press Ok or [«

B =aved
REC ]

After your mailbox is initialized, you must record your Personal Mailbox

Greeting. Refer to Recording your primary greeting and Recording
your alternate greeting, later in this section.

The display shows:

Your Your mailbox is now ready to receive messages. You can change both your
Personal password and your Company Directory name at any time. To change your
StarTalk password refer to Changing your mailbox password, later in this section.

Mailbox To change your Company Directory recording refer to  Changing a Company
Directory name, later in this section.
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Your personal Personal greetings are played to callers who choose to leave a message in your
greetings mailbox. There are two types of personal greetings: the primary and alternate

greetings.

The purpose of both greetings is to inform callers they have reached the correct
mailbox-yours-and to give callers any necessary information or instructions,
You can change primary and alternate greetings at any time.

Note: If you do not record any personal greetings, your Company Directory
name recording plays to callers who reach your mailbox.

Your
When you record your primary and alternate greetings, you should include your Personal
name, extension, and a brief explanation that you are unable to answer the call KIS gEIR
personally. You can include in your alternate mailbox greeting how long you Mailbox
plan to be away from your desk or office, and whether or not you are away on a
business trip, vacation, or sick leave. You should also assure callers their
messages will receive your prompt attention.

When recording your personal greetings, remember to speak clearly, with a
pleasant voice, at a pace that is easy to understand. Do not speak too softly or
too loudly, or make your greeting too lengthy. After recording a greeting, you
should replay the greeting before accepting it to ensure the recording sounds
the way you intended.

You can record or change a greeting from any  Norstar telephone or, if you are
away from the office, from any tone dial telephone.

Note: Whenever you are recording a greeting, do not use Norstar's Handsfree
feature. A better recording results if’ you speak directly into the handset.
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Primary Your primary mailbox greeting is recorded for everyday use. This greeting
mailbox  should include your name and a brief message explaining to callers that you are
greetings unable to answer their call. Recording your greeting with a friendly voice, and
the details of when you will be back at your desk to take calls, encourages
callers to leave you a message. For example:

“Hi.  This is Paul Wayne. I'm not able fo fake your call fight now.
Please leave me a message at the tone and | will return your call as
soon as possible. "

Your If you are a new mailbox owner, you should record your primary greeting
Personal immediately.

StarTalk
Mailbox

Alternate In special circumstances, such as business trips, vacation, or sick leave, you
mailbox  wilt want to leave callers special information. For this reason, StarTalk provides
greetings you with an alternate greeting. This greeting is called the alternate mailbox
greeting. For example:

“lii. This is Paul Wayne. | am out of the office until Thursday,
December 17. Although / am out of the office, | do check my mailbox

daily. Please leave me a message at the tone and | will return your
call as soon as possible. Thank you. "

Because the alternate greeting is normally used for special circumstances, you
do not have to record one until the need arises. You can select which greeting
you want StarTalk to play. You can change the selection at any time, and as -
often as needed.

Note: After you have recorded your greetings, you must choose the greeting to
be played. If you do not choose a greeting, the primary greeting plays automati-
cally. Whenever you choose the alternate greeting, remember to change back
to the primary greeting when your circumstances return to normal.
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Recording
your

primary i
greeting

2.

3.

4,

5.

6.

To record your primary greeting:

Press o) {1611

The display shows:

{ Fswd:
iy ) M o———— :

Enter <your password>

Note: Your unique password was determined when you first opened
your mailbox and performed the initialization steps. If you are recording
a greeting from a Norstar telephone extension that has not been
assigned to your Personal Mailbox, press 0THR:  The display shows the
Lo3: prompt. When this prompt appears, enter your mailbox number

and password combination.

Press OK or [« ]

The display shows:

Press ACHMI H or [3]

j.Hailboﬁ admin
\ GREET  FSHID

The display shows:

QUIT

Press GREET or [ |

ﬂ.GPEELiHQ ortions
RECORD DS

The display shows:
CHOOSE

Press RECORD or (1]

Grest.ingd:

FREIME

The display shows:
ALT

Your
Personal

StarTalk
Mailbox
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Section 4: Your Personal Mailbox

1. Press FRI ME or

Note: If you are changing your primary greeting, your current
recorded primary greeting begins to play.

The display shows:

racord

=N

HO AT

8. Press YES or [1 ]

The display shows:

9, At the tone, record your greeting.

10.  Press 0k or to end your recording.

The display shows:

7 Accert

Arectinld?
FLAY Qk

1. You now have the options to RETRY (re-record) the greeting, PLAY the

greeting back, or OK (accept) the greeting. When you are satisfied with
the greeting, press ak or (s ] to retun to the Mai lboy admin

prompt.

Your primary personal greeting is now recorded. '

After you have recorded your primary and alternate greetings, you must choose
the greeting to be played. If you do not choose a greeting, the primary greeting
automatically plays. Refer to Selecting a personal greeting, later in this

section.
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Recording To record your alternate greeting:

your
alternate - Press [Feawe B[R 0]
greeting The display shows: | Pzuds |
| OTHR RETRY ok .
2] 53
| Y S | '

2. Enter <your password>
Note: Your unique password was determined when you first opened
your mailbox and performed the initialization steps. If you are recording Y
a greeting from a Norstar telephone extension that has not been Personal
assigned to your Personal Mailbox, press OTHF  The display shows the EJNaEU:
Lea: prompt. When this prompt appears, enter your mailbox number Mailbox
and password combination.

3. Press 0k or [v]

The display shows: (3 rew B saved
{ FLAY REC ACMIN

The display shows:

5. Press GREET or (

[ Greeting ortions _
| RECORD  CHOOSE

The display shows:
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6. Press RECOR[ or (1)

The display shows: Greet.ind:
| FRIME  ALT

7. Press ALT or
Note: If you are changing your alternate greeting, your current recorded
alternate greeting begins to play.

{ Fecord new?

YES

Your The display shows:

Personal QAUIT

StarTalk
Mailbox

8. Press YEZ 0T (1]

The display shows: Feoord 9eet.  na:

9. At the tone, record your greeting.

0. Press 0k or [+ ] to end your recording.

%ﬁ ﬁccept Arect.ind? 3
| RETRY FLAY O

<

The display shows:

11, After recording your greeting, you can RETRY (re-record) the greeting,
PLAY the greeting back, or OK (accept) the greeting. When you are
satisfied with the greeting, press ok or to return to the
Ha i 1 ko adm i f prompt.

You have now finished recording your alternate mailbox greeting. For instruc-
tions about selecting your alternate greeting, refer to Selecting a personal
greeting, later in this section.
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Selecting a For a primary or alternate greeting to play, you must select a greeting. If you
personal do not select a greeting, the primary greeting plays automatically. If you select
greeting the alternate greeting, remember to change back to the primary greeting at the

appropriate time.

To select a primary or alternate greeting:

L Press [ ) E))

The display shows: | F=ud:

Personal

StarTalk
2. Enter <your password> Mailbox

Note: Your unique password was determined when you first opened
your mailbox and performed the initialization steps. If you are recording
a greeting from a Norstar telephone extension that has not been
assigned to your Personal Mailbox, press OTHF:  The display shows
the La3: prompt. When this prompt appears, enter your mailbox
number and password combination.

3. Press ok or [i]

4. Press ACM | H or [s ]

The display shows: | Mailbax aduin !
{ GREET FWb HUIT ;

T g A L

5. Press GEEET or

The display shows: || = -~
SPRYSIORE L reriRo

Ehd
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Section 4: Your Personal Mailbox

6. Press CHOIOZE or [o]

The display shows: Hze Aresting: )
FRIME QUIT
1. Select the greeting you want to play.

To select the primary greeting, press FRIME or

To select the alternate greeting, press RLT or

The display changes to show: ALT 9rest.i na and then
Mailbox admin

Note: If you have selected a greeting that is not yet recorded, you are
transferred back to the Greeting options to record the greeting.

Your Personal Mailbox Greeting is now selected and plays each time a caller
chooses to leave a message in your mailbox. If you choose the alternate
greeting, remember to change back to the primary greeting at the appropriate

time.
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Mail box StarTalk's Open Mailbox Feature is powerful, easy to use, and designed to
0 pti ons increase office productivity. Following is a description of all the options you can
use with this feature. To open your mailbox:

L Press (reawie ) [o') (6] [+ ] and enter your password.

If you are calling from an outside telephone, press [} (*] to open your
mailbox. At the prompt, enter your mailbox number and password. If you are
calling from a StarTalk telephone other than your own, when the display shows
the F=wd: prompt, press OTHE The display shows: Laa: Enter your

mailbox number and password combination. Your

_ _ o . Personal
Once in your mailbox, you can choose from six options. These options are StarTalk
referred to as the main mailbox menu. Mailbox

E| Listening to your messages Selecting the Play option tells StarTalk to
begin playing the messages in your mailbox. When someone sends you
a message, your telephone display shows Mazz a3 for oy
After opening your mailbox, StarTalk automatically plays Broadcast
Messages. The Norstar display informs you of the number of messages
in your mailbox. Urgent messages are played next. Then, new mes-
sages are played in the order received from first message (oldest) to last
(most recent). Saved messages are played last.

6] Listening to your saved messages Use this option to listen to the
saved messages in your mailbox.

Recording a message Use this option to record a message and send it
to one or more StarTalk mailboxes.

E| Mailbox Administration With Mailbox Administration options you can
record your name in the Company Directory, record and select primary

and alternate personal greetings, change your password, and establish
Off-premise Message Notification.

(0] Operator This option transfers you from your mailbox to an internal
operator, if one is available. This option does not appear on your
display.

El To Use the Automated Attendant This option transfers you to the
Automated Attendant. This option does not appear on your display,
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Listening After you select the Play option, your messages will begin playing automatically.
to your One set of options is available while a message is playing, and another set is

messages

available after a message has played through to the end.

Options  While you are listening to a message, you can:

while a
message is (1]
playing

Replay This option rewinds the message to the beginning and

plays it again. Press < < < < < < on the display,

Backup This option backs up (rewinds) the message nine
seconds and resumes playing the message from that point.
Press << on the display.

Pause/Continue This option temporarily stops a message that
is playing. When you stop the message, you have the option to
play the previous message, continue playing the current
message, or skip to the next message. You can stop and
continue a message as many times as required.

End of Message This option allows you to skip all the way to
the end of the message being played. To reach the end of the
message, press i » ¥ on the display.

Forward This option advances the message nine seconds and
continues playing from that point. Press » > on the display , A
message can be forwarded as many times as required.

Previous This option stops playing the current message and
begins playing the previous one. This option is not shown on the
display.

Copy This option allows you to send a copy of the message to
one or more mailboxes. When you record an introduction to a
message, the introduction must be more than three seconds
long. This option is not shown on the'display.
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5] Next This option stops playing the current message and begins
playing the next message in your mailbox. This option is not
shown on the display. You can also press (¢ ] to listen to the
next message.

] Envelope This option plays the information on the message’s
envelope. The envelope information is similar to that on a letter
sent through the postal service. It includes the date and time the
message was sent and, if the message was internal, the
directory name of the sender. This option is not shown on the

display. Your
Personal
7] 7] Save Message This option saves the message being played. StarTalk

This option is not shown on the display. Mailbox

(8] Erase This option deletes the message being played. If you do
not delete a message, it is automatically saved. Since your
mailbox has limited message storage space, you should delete
any messages you no longer need.

(9] Reply This option allows you to reply to the message. Your
reply to the sender can be either a message to the sender's
mailbox, or a telephone call. StarTalk automatically sends your
message to the sender’s mailbox or dials the sender’s extension.
This option is not shown on the display and is not available for
messages left by outside callers.

(*] Volume Control This option adjusts the volume of the message
that is playing. Pressing [* ] increases the volume by 3 dB.
The volume can be increased to’a maximum of 9 dB. When the
volume reaches 9 dB, the next time you press [* ] the volume
returns to 3 dB. This option is not shown on the display.

@
i

Note: After listening to the messages left in your mailbox, and exiting StarTalk,
all messages you do not erase are automatically saved.

To end the StarTalk session, replace the handset or press
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Options at the After a mailbox message has played, you can:

end of
a message [t ]

]

(6]

1)

Replay This option rewinds the message to the beginning and
plays it again. This option is not shown on the display.

Previous This option plays the previous message. This option
is not shown on the display.

Copy This option allows you to send a copy of the message to
one or more mailboxes. When you record an introduction to a
message, the introduction must be more than three seconds
long. This option is not shown on the display when the message
is from an inside caller.

Next This option plays the next message in your mailbox.

Envelope This option plays the information on the message’s
envelope. The envelope information is similar to that on a letter
sent through the postal service. It includes the date and time the
message was sent and, if the message was internal, the
directory name of the sender. The option is not shown on the
display.

Save Message This option saves the message being played.
This option is not shown on the display.

Erase This option deletes the message that just played. If you
do not delete a message, it stays in your mailbox indefinitely.
Since your mailbox has limited message storage capacity, you
should delete messages you no longer need.

Reply This option allows you to reply to the message that just
played. Your reply to the sender can be either a message to the
sender’s mailbox, or a telephone call. StarTalk automatically
sends your message to the sender’'s mailbox or dials the
sender’s extension. This option is not available for messages
left by outside callers.

Next Message This option plays the next message in your
mailbox. This option does not appear on the display.

Quit This option stops playing the message and replays the
Mailbox Main menu options.
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Copy option When you select the option to forward a copy of a message to a mailbox, you
are first asked if you want to record an introduction to the message. When the
message is listened to at the other end, your introduction is played first,
followed immediately by the message.

You should record an introduction to a copied message. The message
introduction you recard must be at least three seconds long. You cannot
forward a message with an introduction that is shorter4han three seconds.

When recording an introduction, you use options to indicate you have finished
recording, or to erase what you have recorded so far and start over, After you R

finish recording the introduction, you have options to erase and re-record, play, Personal
or accept the introduction and send it, with the message, to a mailbox. StarTalk

Mailbox

When you select SEND, you can choose a Delivery option to mark a message
CERTIFIED, URGENT, or PRIVATE. You can also enter the mailbox number of
the person you want to send the copy to. If you do not know the mailbox
number, you can find the mailbox owner in the Company Directory. If you
change your mind about forwarding the message, you can select the QUIT
option. This returns you to the end of messages options.

When you enter the mailbox number, your introduction and a copy of the
message are automatically sent to the mailbox you selected. You then have
options to send an additional copy of the introduction and the message to
another mailbox, or to quit and return to the Listen to Messages menu. You can
forward copies to as many mailboxes as you want.

Note: Messages marked PRIVATE cannot be forwarded to another mailbox.
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Reply options You can reply to any message sent by a StarTalk user who has a mailbox.
When you select the REPLY option, you must first indicate how you want to
reply to the message. You can reply by calling the message sender, or by
sending a message of your own to the message sender’s mailbox. If you
change your mind, you can quit and return to the end of messages options.

When you select the CALL option, StarTalk dials the message sender’s
extension for you.

When you select the MSG option, you begin recording your reply at the tone.
Your While, recording the message, you can:
k. Personal

¢ StarTak RETRY Retry This option erases what you have recorded so far and
- Mailbox starts the recording session again. This option is not available
on a Norstar single-line display telephone.

FALISE Pause/Continue Selecting PAUSE temporarily stops the
recording session. When you are ready to continue recording,
select CONTINUE. You can pause and continue as many as
five times, If you are using a Norstar single-line display tel-
ephone, press

(v ] OK This option ends the recording session.

When you have finished recording your reply, you can:

Play This option plays your recorded reply. As it is playing, you
can select options to retry the recording, play it again, or send it.

] Retry This option erases your recorded reply and starts the
recording session again.

(#] Accept When you select this option, StarTalk accepts your reply
message.
Delivery options This option allows you to mark your mes-

sages CERTIFIED, URGENT, or PRIVATE before sending them.
For more information about Delivery options, refer to Section 5,
Assigning Message Delivery options.

(%] Send When you select this option, StarTalk automatically
delivers your reply to the message sender’s mailbox.
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Record when you open your mailbox, the Record a Message option is available on the
a message Mailbox Mam menu., When you select this ppno.n, record your message at the
tone. While recording, you have three options:

RETEY Retry This option erases what you have recorded so far and
starts the recording session again. This option is not available
on a Norstar single-ine display telephone.

FAUSE Pause/Continue Selecting PAUSE temporarily stops the
recording session. When you are ready to continue recording,
select CONTINUE. You can pause and continue as many as Your
five times. On a Norstar single-line display telephone, you can Personal
press [2 ] to Pause and [2 ] to Continue. StarTalk
Mailbox
OK Select this option to tell StarTalk you have finished record-

ing your message.

When you have finished recording your message, you can:

Play This option plays your recorded message. As it is playing,
you can select options to retry the recording, play it again, or
send it.

Retry This option erases your recorded message and starts the

recording session again.

(v] Accept This option accepts your message. You must enter the
mailbox number of the person(s) you want to send the message
to or use the Company Directory option.

Delivery options This option allows you to mark your mes-
sages CERTIFIED, URGENT, or PRIVATE before sending them.

(] Send When you select this option, StarTalk automatically
delivers your message to a mailbox.

Quit This option erases the message and replays the Mailbox
Main menu options.

After you have sent your message, you can send a copy of the message to
another mailbox, or you can quit and select another option from the Mailbox
Main menu. If you choose to send a copy of the message you recorded to
another mailbox, you are asked to enter the mailbox number, as before.
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Mail bOX There are four Mailbox Administration options:
Administra-

) Directory name This option is used to record or re-record your name in
tion the Company Directory. The option does not appear on your display.

. Greetings This option is used to record your primary and alternate
greetings, and to choose which greeting you want played.

. Password This option allows you to change your mailbox password.

Your J Off-premise Message Notification This option allows StarTalk to )
Personal notify you at another Norstar extension, a remote telephone number or
StarTalk pager when a message is left in your mailbox.

Mailbox

Changing a This option allows you to change your name in the Company Directory, To use
& Company this option, you must open your mailbox using StarTalk's Open Mailbox

Directory fealure.

NaAMme 1, 1ecorg your Company Directory name:

1. Press [Feawre _J[o][s][1]
2. Enter <your mailbox password>

3. Press 0k or

The display shows: [ﬂ Pz B zauen

|
o
1o
-
m
)

—

4, Press ADMI H or 5

The display shows: Mailbox admin |
{ GREET FSub QUIT

StarTalk Mini Reference Guide



Section 4: Your Personal Mailbox 4 - 21

5, Press

Note: This is a voice prompt option. It does not appear on the option
line of a Norstar two-line display telephone.

6. At the tone, record your name.
Note: It is a good idea to include your mailbox (extension) number in
your recording.
1. To end your recording, press 0k or [i ) E
d. To accept your recording, press Lk or

While recording your Company Directory name, you can:

FETEY Retry This option erases what you have recorded so far and
starts the recording session again. This option is not available
on a Norstar single-line display telephone.

(") OK Select this option to tell StarTalk you have finished record-
ing your name.

When you have completed recording your name, you can:

] Play This option plays your recorded name. As it is playing, you
can select options to retry the recording, play it again, or accept
it .

Retry This option erases your recorded name and starts the
recording session again.

OK This option tells StarTalk you are satisfied with the recorded
name. If the System Coordinator has assigned your name to
appear in the Company Directory, the recording is automatically
placed in the Company Directory.

x) Star This option erases your recorded name and replays the
Mailbox Administration menu options.

To end this StarTalk session, press [is ]
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Greeting
options

Record
option

You have two Greeting options:

@
2

Record This option allows you to record your primary or
alternate greeting.

Choose This option is used to tell StarTalk which greeting to
play. Note: If you do not choose a greeting, StarTalk plays your
primary greeting to callers reaching your mailbox.

When you select the Record option, indicate whether you want to record your
primary or alternate greeting.

If you have a recorded greeting, it begins to play.

After the greeting has played, or if you have no recorded greeting, you are given
options for recording a new greeting:

HO

T

a

Yes Selecting this option tells StarTalk to begin a recording
session.

No This option returns you to the Greetings menu. This option
is not available on a Norstar single-line display telephone.

Quit This option returns you to the Mailbox Administration menu
options.

4

Star This option erases your recorded name and replays the
Mailbox Administration menu options.

When you have finished recording your greeting, you can:

k)

Play This option plays your recorded greeting. As it is playing,
you can select options to retry the recording, play it again, or
accept it.

Retry This option erases your recorded greeting and starts the
recording session again.

OK Selecting this option tells StarTalk you are satisfied with the
recorded greeting. After you accept a recording, you are
returned to the Mailbox Administration menu.
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Selecting a When selecting which greeting is going to play, you can press:

greeting

al

(1]

2T

Choose This option allows you to record or choose which
greeting will play.

Primary This option tells StarTalk to play your primary greeting
to all callers.

Alternate This option tells StarTalk to play your alternate

greeting to all callers. Note: If you choose a greeting that has
not yet been recorded, you are automatically transferred back to
the Greeting options menu to record your greeting.

Star This option returns you to the Greeting options menu.

Quit This option returns you to the Mailbox Administration
menu.

Changing Your password was created when you first initialized your mailbox. Your
your mailbox mailbox password can be changed at any time." Keep your password in a safe

password Pac®

and avoid giving it to your co-workers. When determining what your

password will be, remember, a password must be between four and eight digits

long. A password cannot start with zero (0).

To change your password:

L.

Press [Feawre 1]

The display shows: |{ F=wd:
{ OTHE

Enter <your old password>

Press 0k or

Press AN I H or

rl‘ 5 1 1 t| ox 3 |'J [l i 1]
GREET

The display shows:
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5. Press Fzills or (1)

6. Enter <your new mailbox password>
1. To end your password, press [ or [« ]
The display shows: Accert. Fassword?
| WES HO QuUIT )
T ey
Your 8. To accept your new password, press %E=or [« ]
Personal
StarTalk While you are entering your new password, you can:
Mailbox
n Retry This option erases what you have entered so far and

starts password entry over again.

(v ] OK Select this option to tell StarTalk you have finished entering
your new password.

When you have finished entering your new password, you are given three
options:

) Yes Selecting this option tells StarTalk you are satisfied with the
new password. The new password is installed and you are
returned to the Mailbox Administration menu.

MO No This option erases the password you just entered and sta}ts
password entry over again. This option is not available on a
Norstar single-line display telephone.

Quit This option erases the password you just entered and
returns you to the Mailbox Administration menu. Your password

is not changed.

To end this StarTalk session, press [ris |
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Off-premise Off-premise Message Notification, to any telephone number or to a pager, alerts
Message you when messages are left in your mailbox. Off-premise Message Notification
Notification is assigned in the StarTalk Class of Service designation by your System
Coordinator. You can administer Off-premise Message Notification from any
tone dial telephone. You can also direct your message notification to any tone
dial telephone.

Setting Up Setting up Off-premise Message Notification involves establishing a destination
Off-premise  phone number, selecting whether or not you are using a telephone or pager, Your
Message determining a notification time range, and selecting which type of messages you afIenEL
Notification receive. When you have set the Off-premise Message Notification parameters, EIETRELS
parameters message notification is enabled automatically. Mailbox

Note: A notification time range establishes how long message notification is in
effect.

To set up Off-premise Message Notification parameters, you must first open
your mailbox using the Open Mailbox Feature Code. After you have opened
your mailbox:

1 Press ACH | H or (3]

2 Press (6]
The display shows

F-MEQ ot 1
\ ACMIH SELECT

3. Press ACMI M or (1]

The display shows:

4, Press LI HE to select an outgoing line.
Note: Pressing FOOL selects a line within a line pool. Pressing |
selects an intercom line. If you press IC, you must enter an extension
number, accept the number and go to step 12.

5, Enter <the LINE, POOL, or Intercom number>
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6.
7.
Your
Personal 8.
StarTalk
Maitbox Q.
10.

Press OK or [i]

The display shows:

(Accerti<line, Fonl, ICHY
| RETRY '

Press 0k or (v ]

The display shows: | Dezt rht
RETEY

o B ——

Enter <the destination phone number>

Press 0k or {4 ] to end the destination phone number.

FALS Dk

The destination telephone number cannot be longer than 30 digits.
While you are entering the destination phone number, you can press a
dialpad number to represent dial tone recognition or other telephone
number options. When StarTalk is installed on Norstar behind PBX or
Centrex and you want to access an outside line, you must enter the
command to recognize dial tone. For example:

. enter 9] to access an outside line

. enter {4 ] to recognize dial tone

enter to enter more digits !
. enter <the destination number>

» press (1] to access special digits and any required pauses

. follow prompts

Note: Pauses must be entered to activate pager notification. Each
pause entered is four seconds long. For definitions of Pause, Recognize
Dial Tone and Enter More Digits, refer to the StarTalk Mini Reference
Guide, Glossary or see your System Coordinator.

Press OK or (s] to accept the telephone number.

{ Tare: rhone

The display shows:
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11.  Select the Destination type.

Note: Pressing CHHG changes the type to Pager. Proceed to step 18.

12 Press 0k or (i}

AIELaPL Fibars
\ RETEY

The display shows:

13, Enter <the Off-premise Message Notification start time>
The display changes to show:

Your
Personal

Ev:::’.-='.',-s.’r_..5n*'~'r.' times .i 3?gmk
A PH aibox

Note: This is a four-digit field. Any single-digit must be preceded by a
Zero.

14, Enter @M or (1] or
For 2]

15.  Press Ok or (s ] to accept the time.

CoStor bk

The display shows:

16, Enter <the Off-premise Message Notification stop time>
The display changes to show: %

{ <stor Limer

RETRY A

Note: This is a four-digit field. Any single-digit must be preceded by a
Zero.
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17. Enter AM or [1] or

Fi or 2]

18.  Press 0K or [#]

The display shows:

Your 19.  Press ©CHHG or (1]
Personal Note: Pressing CHHG changes the message type to URGENT. The
StarTalk default message type is NEW. This means you are notified whenever
Mailbox you receive a New message. Changing the message type changes
NEW to URGENT. This means you are only notified when you receive
an Urgent message.

20.  Press 0k or [v]

The display shows: }f Mailbox admin
GREE Pl

This completes setting up Off-premise Message Notification. Off-premise
Message Notification is enabled automatically.
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Assigning  Off-premise Message Notification can be enabled or disabled at any time.
Off-premise Disabling does not affect any of the parameters assigned to Off-premise
Messége Message Notification. Enabling means you will be notified whenever you

e ) receive a StarTalk message during the time you specified.
Notification J J you sp

To assign Off-premise Message Notification, you must first open your mailbox
using the Open Mailbox Feature Code. After you have opened your mailbox:

L Press AMI M or [s |

2 Press [6] Your
Personal

StarTalk
Mailbox

The display shows: M=3 notifa
HOIH SELECT

3. Press SELECT or [2 ]

leatiFH ]
1 CHHG TIME GUIT

The display shows:

Note: Pressing T IME allows you to verify the start and stop time
parameters.

4, Press CHMG or *

 Hobifua off
CHHG TIME QUIT

The display shows:

Note: Pressing CHHG changes the display from Hot.ifa of f to
Hot.ifa an or from Hotifg on to Hotifa of f

5. Press @I T or [*] to return to the Mailbox Administration menu.

Off-premise Message Notification is now assigned.
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Changing the Off-premise Message Notification allows you to direct your messages to any
destination telephone, or to a pager. The telephone or pager destination number can be

number changed.
To change the destination number, you must first open your mailbox using the
Open Mailbox Feature Code. After you have opened your Mailbox:
L Press ACM | H or [8 ]
2. Press [6 |
Your
Personal The display shows: MEG nobifa

StarTalk
Mailbox

| ACHIN

3. Press HADMIH

The display shows:

The display shows: Line: :
| CHHE ok
| e YO oo B s

Note: If you press Pool or IC, these appear on the display instead of
Line.
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5. Press 00 K

The display shows:

6. Press CHHG

The display shows:

1. Enter <the new destination number>
Note: To cancel the number and enter a new number, press To Mailbox
insert a pause, press Ok or [« ] and press FAUSE or The
pause entered is automatically four seconds long. To recognize dial
tone, press (1 | To enter more digits, press

a. Press OK to end the new number.
9, Press il to accept the new number.

The destination number is now changed. To end this StarTalk session,

press (mis ]
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Your
Persqnal

¢ StarTalk
Mailbox
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Introduction StarTalk’s Leave Message feature is used inside your company to quickly
access another user’s mailbox. Using this feature, you can:

J leave a message
assign Message Delivery options
access the Company Directory

open your Personal Mailbox The
' transfer an outside caller to a mailbox Leave
Message
This section describes each of the options contained in the StarTalk Leave feature

Message feature. It also describes the different types of messages that you are
able to send, and the types of messages you might receive in your own
Personal Mailbox.

Usi ng the starTalik's Leave Message feature is assigned a special three-digit code, similar
Leave to the Open Mailbox Feature Code. The Leave Message Feature Code is 980.

Message 1o use the Leave Message Feare Code, press [Feawis ] (5] ] 0]

feature
The Leave Message display shows:

{ Pz s

Note: If you are using a single-line display telephone, the option line showing
DIR and QUIT does not appear. These options are played immediately by the
StarTalk voice prompt. To use the Company Directory, press (¢ ] To end the
StarTalk session, press

StarTalk Mini Reference Guide



5~ 2 Section 5: The Leave Message feature

You can also leave a message in a StarTalk mailbox using the Open Mailbox
Feature Code. The Open Mailbox Feature Code is 981.

To use the Open Mailbox Feature Code, press [Feature g
The display shows: Fzud:
OTHR RETRY Q. f
I ot Z»Z on Zvi :_: I ] ) o |' '—_ ::?‘:_1_:_1_: J‘.']“'“IZ:"ZLI"I'Z'IWI X

The voice prompts instruct you through each step of leaving your message,

Assig nin g Message Delivery options allow you to assign a Delivery option to any message
The Mess age that you are sendlng to a StarTalk mailbox. After you haye recorded and
. accepted your mailbox message, to access Message Delivery options press
Leave Dellvery or 2FT= To assign one of the Delivery options, press the appropriate

0 ptio ns Delivery option button.

Message
feature

StarTalk provides you with four Message Delivery options, which are:

Certified CERT or (1] This option sends you notification that
your message has been received and
read.

Urgent URGEMT  or  [2] This option marks the message, and

plays it before playing other messages
left in the mailbox.

Private FRIU or [3] This option prevents a message from
being forwarded to another mailbox.

Normal SEHD or  [u] This option sends a message to a
mailbox. Normal messages are listened
to in the order they are received, and
can be forwarded to other mailboxes.
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Using the
Company
Directory

option

Selecting the
Company
Directory
option

The Company Directory option allows you to search through the list of regis-
tered mailbox owners by entering their last names on the dialpad buttons.

Note: You cannot select a Group List from the Company Directory. When you
are leaving a message to a Group List, ensure that you get a mailbox list from

the System Coordinator. This list shows you all the mailboxes contained in the
Group. For more information about Group Lists, refer to The different types of
StarTalk messages, later in this section.

To use the Company Directory option, you must use the Leave Message
feature. To access the Company Directory:

Press I R or [i]

The display shows: (Ld:f SEMER ]
QK !

S Sy FE b ] i———

Note: To view all the names in the Company Directory,
press [ ] and HEHT or [1]

2. Using the dialpad, enter the first four letters of the mailbox owner’s last
name.

(" Hame

The display shows: ¢}
|\ RETRY  HEXT

Note: When the mailbox owner has less than four letters in their last
name, press the buttons on the dialpad that spell out the entire last
name, then press K or (¢ ]
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3 To accept this mailbox owner, press OK or

The display shows: ( Lirectors Hame >

{ Fecord messa9s
f RETRY FALSE

5. Record your message.

6. Press T or (+] to end the recording.
The
Leave Note: To listen to your message before sending it, press FLAY To
Message record you message again, press RETE"
feature

7. Press (3] to access Delivery options.

8. Select a Delivery option.

9 Press SEMI»OTr [4]

If you are using a Norstar display telephone, the mailbox owner's name appears

on the command line. After you have accepted the mailbox owner, you are
greeted with the mailbox owner’s personal greeting. '

Note: When a mailbox owner does not have a personal greeting recorded and
selected, the name recorded in the Company Directory plays.
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Leaving d After you have opened the Leave Message feature and entered a mailbox
message number,.the mailbox owner’s ngme appears on the dlsplay. When yoq entgr a
Group List number, the Group List name appears on the display. At this point,
from a you can choose to leave a message for a mailbox owner, Group List members,

Norstar or you can select another mailbox.

telephone To accept the mailbox and leave a message:
1 Press 0k or (i)

After you have accepted the mailbox, you are greeted with one of the mailbox
owner’'s personal greetings.

The display shows the mailbox owner's name and changes to show:

EC:‘ZE"Z- ard mezzadel

2. At the tone, record your message.
Note: Remember to speak directly into the handset, speak clearly and at
a pace that is easy to understand. The display changes to show:

The
Leave

Message
feature

To temporarily stop your message, press FAUSE or
To continue recording your message, press COMT  or
If you need to re-record your message, press RETRY

3. To end your recording, press Ik or

The display shows: ( Mezzade ortions:
| FETR FLAY

SEHD

4, Press to assign a Delivery option.
Note: If you do not assign a Delivery option, you can press SEHD or
q after step 3 and your message is sent normally.
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Section 5. The Leave Message feature

Leave Message After you have ended your message, you can assign a Delivery option before

options

you send your message. Other StarTalk message options allow you to play,
accept, or retry the recording before you send your message.

To PLAY your message, press FLAY or

This allows you to listen to the message you just recorded. Playing a message
ensures that your message contains all the details you wanted. You can also
check to see if any background noise made your message inaudible. While you
are playing your recorded message, you can retry the recording, play it again,
or send the message to the mailbox you selected.

To retry your message, press RETRY or 2] This allows you to re-record
your message.

To assign a Delivery option, press (3]

To send your message without assigning a Delivery option, press SEMD
or press (i ]

To cancel recording and select another mailbox, press (]

After you send your message, the display shows:

Lb::at..'e [
L HEW

To leave another message in a new mailbox, press HEW or
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Opening your After you have left a message in a StarTalk mailbox, you have the option to
mailbox after open your Personal Mailbox.
leaving a

To open your Personal Mailbox after leaving a message:
message

L Press MBO= or [;1 [T]

The display shows:  Fawd:
OTHE RETEY QK :

2, Enter <your mailbox password>

3. Press 0Ok or (]

You are now in your Personal Mailbox and have access to all the mailbox
options.

feature

Transferrlng Anytime a caller wants to leave a message in a StarTak maibox, you can
a caller to a easily transfer the caller from your Norstar telephone. You can transfer a call to
any mailbox registered and initialized with StarTalk.
StarTalk

mailbox To transfer a call to a mailbox from your  Norstar telephone:

L Press [Fealur( _E?j @ @

Note:. Do not press hold.

2. Enter the mailbox number or use the Company Directory.
Note: Do not use the Internal Autodial Feature.

3. Press or replace the handset.

The There are two types of messages that you can send:

different | |
J a single message to a mailbox
types of . a group message
StarTalk e N
t t
messages ince we have already told you about sending a message and Message

Delivery options, the following section only discusses sending the same
message to several mailboxes.
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StarTal k's
Group
Message

About the
Group List

Broadcast

A group message sends the’'same message to several mailboxes contained in a
Group List. You can send a Group List message the same way you send all
StarTalk messages. All Group Lists are created by your company’s System
Coordinator.

A Group List is a collection of mailbox numbers. When you send a message to
a Group List, each mailbox that is included in the Group List receives the same
message. Your System Coordinator should publish a list of the mailboxes in
each Group List so that each mailbox owner knows which mailboxes receive the
Group List message.

Your own mailbox is the exception to this rule. When you are a member of a

Group List, and you send a message to the mailboxes included in the List, your
mailbox does not receive your message.

If you would like a Group List for your specific needs, ask your System Coordi-
nator to create a Group List for you. When you give the System Coordinator
the information, you should include:

1 All the mailbox owners’ names.
2. A list of the mailbox numbers.
3. The Group List name.

Note: You cannot send a Group List message unless your StarTalk Class of
Service is enabled with this privilege. For more information, see your System
Coordinator.

There might be times when you open your Personal Mailbox and a message

Messages- Plays immediately. Do not be alarmed. This is a Broadcast Message left by

your System Coordinator. This special type of message can only be sent by
your company’s System Coordinator. Be sure to listen to the entire message.
After it plays, the message is automatically deleted from your mailbox.

StarTalk Mini Reference Guide



Telephone etigquette.

Introduction staTakis an easy to use, powerful voice messaging system. It is designed to
save you time and increase your job productivity. This section describes some
easy to follow guidelines for operating StarTalk.

Tele p hone 7o take advantage of StarTalk and its many features, please follow these
eti qu ette suggestions:

Listen to your messages frequently. Paying prompt attention to your
messages encourages callers to use StarTalk, and reassures them that this Telephong
efficient form of communication is as reliable as speaking with you personally. etiquette
You do not have to be at your desk to play your messages. You can do this
from any tone dial telephone, anywhere. With StarTalk, your mailbox is as
close as the nearest telephone.

Clean up your mailbox. There is a limited amount of message storage space
both in your mailbox, and within StarTalk. Do not save messages unless you
need to listen to them again. When you are finished with a message, erase the
message to free up storage space for yourself and other mailbox owners.
Remember to erase new and saved messages as soon as you are finished

listening to them.

Keep a record of your password in a secure’place. Treat your StarTalk
password just as you would a secret code. Write down your password and
keep it in a safe place. Do not keep your password near your telephone. If, for
any reason, you let someone else have temporary access to your mailbox,
change your password afterwards. If you forget your password, the System
Coordinator can reset it to the default password 0000. You can then enter a
new password.
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When sending messages, make them short and to the point. Sending

§ messages is a highly effective way of communicating with your co-workers.
Over 75% of the time spent on a normal business telephone call consists of
making small talk, pleasantries, and other socializing. Sending a message
rather than making a call can save you time. Although you should avoid
sounding hurried, impersonal, or rude, try to confine your messages to the
essentials.

Change your primary greeting frequently. Although StarTalk's alternate
greeting feature makes it possible for you to have two recorded greetings, itisa
good idea to change your primary greeting on a regular basis. Changing your
greeting indicates that you listen to your messages and maintain your mailbox
on a regular basis. Changing your primary greeting provides a personal touch
that frequent callers will appreciate.

Make your alternate greeting specific. Choosing an alternate greeting
usually means something out of the ordinary is happening. Your greeting
should fully explain your situation without becoming too personal. If you are out
of the office, specify when you expect to return. If you will be checking your
Telephone mailbox even though you are out of the office, make that clear. If callers can
etiquette reach you at another telephone number, ensure your message includes the
telephone number and the length of the temporary arrangement. If you are
going to be out of the office, remember to forward your telephone to StarTalk.

Take care when recording your greetings and messages. For a better
quality recording, speak directly into the handset. Do not use the handsfree
feature. Remember to speak clearly with a pleasant voice, at a pace thatis
easy to understand. Do not speak too softly or loudly or make the greeting or
message too lengthy. After recording a greeting or message, you can play it
back before accepting it to make sure the greeting or message sounds the way
you intended.

Do not forget to use the COPY and REPLY features. You can use StarTalk
to send copies of messages to other mailboxes and reply to messages with a
message of your own. When sending copies of messages to other people,
ensure your introduction clearly explains why you are forwarding a copy of the
message. Is the copy for information only? Should the message have originally
been sent to the person lo whom you are forwarding it? Whose responsibility is
it to take action on the message?
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Use Group Lists for multiple copies of messages. If you find that you
regularly send the same message to several different people, ask the System
Coordinator to create a Group List for you. Group Lists save time and effort.

With a Group List, you can send the same message to all the mailboxes
included in the Group List.

Encourage StarTalk use. Old habits are sometimes hard to break, and some
people have difficulty accepting or even trying new technologies. Use your
Personal Mailbox and other StarTalk features, and encourage your co-workers
and frequent callers to use them too.

Report problems promptly. Should you encounter problems using StarTalk,
report the trouble to the System Coordinator as soon as possible. Send a
message to the System Coordinator and explain the problem.

Telepho
etiquette

StarTalk Mini Reference Guide



6 — 4 Section 6: Telephone etiquette

Telephone
etiquette

StarTalk Mini Reference Guide



Troubleshooting

gy

Introduction This section describes some problems that might occur while you are using
StarTalk. This section covers:

. Full mailboxes
Lost passwords
Company Directory
Timeout

The problems you encounter while using StarTalk are usually operating

problems. Sometimes a-difficulty might occur that would indicate a system

problem with the StarTalk Mini module. When strange or unusual happenings B
occur that are not covered in this section, report them to your System Coordina-

tor immediately.

. Trouble-
shooting
StarTalk

The Automated StarTalk requires a tone signal and a minimum voice level. If a response is not |
Attendant received, the caller is automatically transferred to the receptionist or designated
seems to operator. If the operator is not available, the call is transferred to the General
transfer some Delivery Mailbox.
callers to the
General It might be possible that the extension being called does not have a mailbox

Delivery assigned. Inform your System Coordinator and ask to verify that the mailbox is
Mailbox. assigned.

. . My telephone If you are attempting to forward your telephone to StarTalk and the display
cannot be shows Farward denied you might be forwarding to the wrong
forwarded to extension. Verify that you are calling the StarTalk Mini DN using Feature
StarTalk. Code 985.
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Feature 981 Whenever the Log prompt appears on the display, it can be caused by:

produces a
LOG prompt on 1. The station you are using might not have an operating mailbox. If the
my Norstar telephone does not have a mailbox, StarTalk will request both a mailbox
display. number and a password.

2. A Guest Mailbox, which normally does not have an assigned extension.
Ask your System Coordinator to verify that your extension number is
properly assigned to your mailbox.

My mailbox A mailbox will not accept messages when:

IS not
4 accepting 1. A mailbox is full. When a mailbox is full, you must delete all or some of
messages. the messages in the mailbox.

2. The mailbox is not initialized. A mailbox cannot receive messages until it
has been initialized by the mailbox owner. Initialize your mailbox. Refer
to the StarTalk Mini User Card, or refer to Section 4, Initializing your
mailbox.

Trouble-
shooting | have forgotten A forgotten password cannot be recovered. Your old password must be reset to
StarTalk my mailbox the default password 0000. After the System Coordinator has reset your

password. password, you must open your mailbox and change the default password.

My name is not Check to ensure that your mailbox has been initialized. If your mailbox is not
played in the initialized, your name is not played in the Company Directory, nor can your
Company mailbox receive any messages. If you have recorded your directory name, ask
Directory. your System Coordinator to ensure that the Company Directory Override is not
set to NO.
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StarTalk starTalkk's Timeout feature allows five seconds for you to make your option

Timeout choice. When StarTalk does not detect an option selection, the Automated
Attendant replays the option list. If an option is still not selected, StarTalk ends
the session.

Note: StarTalk has minimum voice level detection. When StarTalk does not
detect an audio signal, it requests the caller to speak up and provides the option
to re-record. If no voice level is detected after the prompt, StarTalk ends the
session.

Messag €S If people need to leave long messages in your mailbox (up to 10 minutes), you
are cut off can ask the System Coordinator to assign a Class of Service to your mailbox
which allows a longer maximum message length.

Mailbox full you find that you need more message time in your mailbox, you can ask your
too often System Coordinator to assign a Class of Service to your mailbox that allows a
longer total message time for your mailbox.

Trouble-
shooting
StarTalk

WI’OI’]g If the wrong language appears on the display of your Norstar telephone, ask the
prompt System Coordinator to change your mailbox Class of Service.

language

Message If Off-premise Message Notification does not work, ask the System Coordinator
Notification to check the notification parameters. Also, ask the System Coordinator to
does not work. check your mailbox Class of Service ensuring Off-premise Message Notification
is allowed. Ensure the destination number and time parameters are correct and

enabled.
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' Troflble-
shooting

StarTalk
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Glossary

Administration
The tasks involved in maintaining the StarTalk mailboxes, greetings and set up
configuration.

Alternate greeting
A greeting that is recorded for a Personal Mailbox and played on exceptional
occasions such as absence, illness, or vacation.

Analog Terminal Adapter
A Norstar product that allows for the connection of an analog device, such as a
single-line telephone or a facsimile machine, to a Norstar KSU.

Attendant sign ON/OFF
The task that is performed by a company receptionist or designated operator
that indicates to StarTalk when an operator is available to answer calls.

Automated Attendant

The StarTalk answering service that answers incoming calls with a Company
Greeting, plays a list of StarTalk options to a caller, and performs call routing
functions in response to a caller's dialpad selections.

Broadcast Message

A message that can only be sent by the System Coordinator. This type of
message is played in all initialized Personal Mailboxes and plays immediately
when the mailbox is opened by the owner. It is automatically deleted after the
mailbox owner listens to the message.

Business Status
A StarTalk setting that tells StarTalk whether a company is opened or closed for
business.

Class of Service
A predetermined number designation that specifies the StarTalk options for a
mailbox.
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Company Directory
An internal voice list that contains the names of users with initialized mailboxes
designated to appear in the Company Directory.

Conventions

The way certain information has been described. For example, using under-
lined text. to represent second-line display prompt information

Default
The parameters that are preset within the StarTalk Mini module.

Designated Operator
An individual in a company who has been assigned to answer the StarTalk
operator request option.

Display
A one or two-line screen on a Norstar telephone that shows StarTalk com-
mands and options.

Display buttons
The three buttons that appear on a Norstar two-line display. When pressed,
these buttons select the specified StarTalk option.

Display options

The choices available to a user that appear on the Norstar two-line display.
Options appearing on the display can be selected using the display or dialpad
buttons.

Enter more digits

While assigning the destination telephone number for Off-premise Message
Notification, entering a Pause recognizes dial tone, then entering [2 ] allows the
user to enter more digits.

Envelope information

A Date and Time stamp that appears on all messages left in a mailbox. When
the message has been left by another mailbox owner, envelope information
includes the message sender's name.

Extensions
A two to seven-digit number that is used to reach a designated telephone.

Feature Code
A unique three-digit code that is used to access StarTalk features and options.
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General Delivery Mailbox
One of the two Special Mailboxes used to collect messages for individuals in a
company who have not been assigned a Personal Mailbox.

Greetings

There are three types of SlarTalk greetings: Company Greetings, Personal
Mailbox Greetings and information Greetings. Company Greetings are played
by the Automated Attendant to incoming callers. Personal Mailbox Greetings
are played to callers who want to leave a message in the selected mailbox.
Information Mailbox Greetings arc played lo describe goods or services
available to callers.

Group Lists

A collection of mailbox numbers that are assigned a special “Group” number by
StarTalk. When a message is sent to a Group List, all mailboxes contained in
the List receive the same message.

Guest Mailbox
A mailbox that is assigned to a user who does not have an extension

Information Mailbox
A mailbox that provides a caller with a message describing goods or services
available from your company.

Initialize mailbox
Preparing a mailbox to receive messages, which includes changing a mailbox
default password and recording a Company Directory name.

Leave Message
The StarTalk Feature Code used to leave messages in StarTalk mailboxes.

M7100 telephone
The Norstar model M7100 telephone that has a single-line display, and one
programmable button without an indicator.

M7208 telephone

The Norstar model M7208 telephone that has a single-line display, and eight
programmable buttons with indicators.

M7310 telephone

The Norstar model M7310 telephone that has a two-line display with three
display buttons, ten programmable buttons with indicators, and 12 dual
programmable buttons without indicators.
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M7324 telephone
The Norstar model M7324 telephone that has a two-line display with three
display buttons, and 24 programmable buttons with indicators.

Mailbox
A storage place for messages on the StarTalk Mini system.

Mailbox number length
The number of digits allowed in a mailbox number. The mailbox number length
ranges from two to seven digits.

Message Delivery options

Message sending options that are stamped onto a message. There are four
Message Delivery options: Normal, Certified, Urgent, and Private. A Message
Delivery option can be assigned to a message after a user has selected a
mailbox, or after recording a message.

Mailbox Overrides

The two Mailbox Overrides are optional parameters in addition to the Class of
Service values. The Mailbox Overrides are: Include in Company Directory and
Message Waiting Notification.

Message Waiting Notification
A display prompt that informs a mailbox owner when a message has been left in
a mailbox. This StarTalk feature is a Mailbox Override.

Off-premise Message Notification

The StarTalk feature that forwards calls to an internal company telephone
number, or to a specified external telephone number, or pager. This feature is a
part of the Class-of Service.

Operator Status
The StarTalk indicator that determines if a company’s receptionist or designated
operator is available.

Option
A StarTalk choice that is given to a user through voice or display prompts.

Password
A four to eight-digit number that is entered on the dialpad. A password is used
to open mailboxes or perform configuration tasks.
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Pause

Pause is used when setting up pager notification. Each pause entered is
automatically four seconds. For voice pagers, pauses are entered after the
pager number to delay the start of the StarTalk voice prompt that activates the
pager. For alpha/numeric pagers, pauses are entered after the pager number
and before the digits that appear on the pager display.

Personal Mailboxes
Mailboxes that are assigned to users as a place to store messages.

Primary greeting
The main greeting played in a personal mailbox to callers wanting to leave a
message.

Programmable memory buttons
Buttons on the Norstar one and two-line display telephones that can store
feature codes and numbers.

Recognize dial tone

After accepting the Off-premise Message Notification destination telephone
number, entering (4 ] adds a D to the digit string. The Norstar system uses this
to recognize dial tone when an access code is required.

Resetting passwords
A System Coordinator task that changes a mailbox password from its current
setting back to the StarTalk default setting 0000 (four zeros).

Special Mailboxes

The two mailboxes that are used by the System Coordinator and designated
StarTalk operator. The two Special Mailboxes are: System Coordinator and
General Delivery.

Glossary
System Coordinator
The person responsible for configuring, updating, and maintaining the StarTalk
Mini voice module.

System Coordinator Mailbox
One of the two Special Mailboxes used by the System Coordinator for sending
Broadcast Messages. This is the System Coordinator's Personal Mailbox.

Tone dial telephone
A push button telephone that emits DTMF tones.
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Voice prompts
The prerecorded voice instructions that are played when accessing the different
StarTalk features and options.

Glossary
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Index

A

Accept and Send, message option, 4-18
Administration, mailbox, 4-20
Alternate greeting, 4-5, 4-6
recording, 4-9
selecting, 4-| 1
Analog Terminal Adapter (ATA), 2-1 2
Angled brackets, |-3
Automated Attendant, 2-1, 2-6
options, 4-l 3
Automated Attendant menu prompt, 2-6

B

Backup, 4-1 4

Broadcast Messages, 5-8
Button options, display, 2-11
Buttons, [-3

C

Changing your mailbox password, 4-23

Choosing a greeting, 4-1 1

Command line, 2-1 1

Company Directory, 2-7
alphabetical, entry, 2-1 0
changing a name, 4-20
using, 5-1, 5-3, 5-7
recording name, 4-2

Components, 2-|

Continue, message option, 4-| 4

Conventions, [-3

Copy, message option, 4-1 4, 4-17

D
Destination number, changing, 4-30
Dialpad, 2-1 0
Directory name, 4-20
changing, 4-20
Disabling Off-premise Message Notification, 4-29
Display, 2-11
Documents, other, |-2

E

End of Message, message options, 4-16
Entering characters into the command line, 2-1 3
Envelope, message option, 4-15

Erase, message option, 4-15

Etiquette, 6-I

Exiting from StarTalk, 2-14

F

Feature Code buttons, programming, 2-1 5
Feature Codes, 2-3

descriptions, 2-5

determining, 2-4
Forward, message option, 4-1 4

G
General Delivery Mailbox, 2-8
Greetings, personal, 4-5
options, 4-22
selecting, 4-11, 4-23
Group Lists, 5-3, 5-8
Group Message, 5-8
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| N

Initializing, mailbox, 4-2 Names, entering, 2-1 0

Information Mailboxes, 2-9, 3-I Next, message option, 4-I 5

L 0

Language prompt, wrong, 7-3 Off-premise Message Notification, 4-25

Leave Message Feature Code, 2-5 assigning, 4-29
options, 5-1, 5-6 changing the destination number, 4-30
using, 5-1, 55 setting up, 4-25

Listening to messages, 4-14 Open Mailbox Feature Code, 2-5

Operating, how StarTalk works, 2-I
Options, at the end of a message, 4-16

M Company Directory, 5-I
M7100, M7208, M7310, M7324, 2-11 copy, 4-1 7
Mailbox, 2-1, 2-8 greeting, 4-22, 4-23
administration, 4-20 mailbox, 4-1 3
too full, 7-3 Record, 4-19, 4-22
greetings, 4-5 Reply, 4-1 8
information, 2-9 while a message is playing, 4-14
initializing, 4-2 while entering a new password, 4-24
opening, 4-13, 5-7 while recording directory name, 4-21
options, 4-1 3 Organization, guide, Il
password, 4-23 Other documents, [-2
personal, 2-9
personalizing, 4-I
rules, 2-9 P
Special, 2-8 Pager, 4-25
Memory Button, programming, 2-1 5 Password, 4-20
Message, 4-1 4 changing, 4-23
Broadcast, 5-8 initializing, 4-2
cut off, 7-3 lost, 7-2
Delivery options, 5-2 options, 4-24
Erase, 4-1 5 Pause, message option, 4-14
group, 5-8 Personal greetings, 4-5
leaving, 5-1, 55 alternate, 4-6, 4-23
listening, 4-1 4 primary, 4-6, 4-23
Notification, 4-25 selecting, 4-1 1, 4-23
options, 4-14, 4-16,4-174-1 8, 5-6 Personalizing, mailbox, 4-I
Play, 4-1 8 Personal Mailbox, 2-9
Record. 4-1 9 Play, message option, 4-l 8
types, 5-7 Preparing to set up Information Mailboxes, 3-2
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Prerequisites, [-4 V
Previous, message option, 4- 4 Voice prompt, 2-14
Primary greeting, 4-5, 4-6 interrupting, 2-1 4
recording, 4-7 Volume control, 4-15

selecting, 4-1 1
Programming a Feature Code button, 2-15

R

Recording, greetings, 4-19, 4-22
Alternate, 4-9
Information Mailbox, 3-3
Primary, 4-7

Record message, 4-1 9

Replay, message option, 4-14, 4- 6

Reply, message option, 4-1 8

Rules, mailbox, 2-9

S

Select a greeting, 4-1 1, 4-23

Selecting the Company Directory option, 5-I
Single-line display, 2-1 1

Special Mailboxes, 2-8

StarTalk Directory Number Feature Code, 2-5
Symbols, 1-3

System Coordinator Mailbox, 2-8

T

Timeout, 7-3
Transferring, caller, 5-7
Troubleshooting,  7-I
Two-line display, 2-11

U
Users, 2-2
Using Information Mailboxes, 3-I
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How to use this guide 1

Introduction This guide is designed to assist you in setting up and operating the Norstar
Business Communication System StarTalk Mini voice module. The set up and
operation instructions contained in this guide are presented in easy to follow
steps.

This guide is intended to lead a System Coordinator through the set up of
StarTalk, and continue as an on going reference aid. With this in mind, you
should read this quide carefully.

This section tells you what to expect as you read this guide, and how informa-
tion contained in this guide is presented.

Ensure you pay particular attention to  Section 3: Preparing to set up
StarTalk. This section outlines the information you need for a successful
StarTalk set up, and also provides information on how to check the configura-
tion of your company’s Norstar Business Communication System.

HOW this The StarTalk System Coordinators Set Up and Operation Guide is organized
guide jg according to sections that cover:

orgamzed How to use this guide = provides a brief overview identifying the organization
of this guide and the conventions used for set up and operation steps.

Learning about StarTalk - provides an overview of how StarTalk works. This
section defines the StarTalk terms used in explaining the set up and operation
tasks. This section also provides a summary of the System Coordinator’s set

up and operation tasks.

* Norstar and StarTalk are trademarks of Northern Telecom
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Introduction

Preparing to set up StarTalk -~ provides an outline of the information that is
needed before StarTalk can be set up.

Preparing to set up Custom Call Routing (CCR) - provides an overview of
how CCR works and the information needed before CCR can be set up.

Setting up StarTalk - provides the necessary information and steps to set up
StarTalk. This section also explains how to approach recording your mailbox
and Company Greetings, and includes instructions for establishing the outdial
channel.

Setting up mailboxes ~ provides the necessary steps to set up the mailboxes
used by StarTalk. This section also provides the initialization steps for the
Special Mailboxes.

Setting the StarTalk status - provides information about the StarTalk operator
service. This section covers the steps necessary to enable the operator
service, and set the System prompt and Business Status. It also shows you
how to change the StarTalk receptionist or designated operator extension.

Setting up Custom Call Routing (CCR) - provides the necessary steps and
information to set up CGR. This section also explains how to record the
messages, set up the Tree and enable CCR.

Administering Custom Call Routing (CCR) = provides the necessary

information and steps to change CCR. This section explains how to change

messages and the Tree. .
Administering the mailboxes - provides information about administering the

‘- Special Mailboxes, and how to set up and maintain User Mailboxes, Guest
Mailboxes, and Information Mailboxes.

Sending a message to more than one mailbox = provides instructions for

sending Group Messages and system Broadcast Messages to initialized
mailboxes.

StarTalk Reports - shows the different StarTalk Reports that are available and
how to print them.

Troubleshooting StarTalk - provides diagnostic and recovery procedures for
problems that might occur while setting up and operating StarTalk.
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Appendix A - covers Norstar feature compatibility, and describes how some "

Norstar features work in conjunction with StarTalk.

Appendix B - covers the StarTalk Mini default settings.

Appendix C - provides the steps necessary for resetting StarTalk.
Appendix D - covers some Norstar configuration tips.

Appendix E - provides a list of error messages that might appear when
StarTalk is being used.

Appendix F = provides a sample StarTalk set up, and also describes some
common application tips.

Glossary - covers the terms and definitions used in this guide.
Index - provides a list of everything contained in this guide and where the

information is located. The Index is in alphabetical order. If you cannot find a
term, try looking for your item according to its task.
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Section 1: How to use this guide

Knowing

As you work through this guide, you will notice that conventions have been used

the to represent the words that appear on the Norstar telephone display.

different pisplay command fine text
symbols Words in the first line of the display appear in a different text. Any word or

prompt that is part of the first line of the display appears in a different text.
Example: Fzwd:

When you see a word in a different text, it represents the action you must take
to proceed.

Display button options text
Words in the second line of the display appear in an underlined text.

Example: Press MED

When you see an underlined word, you can press the button directly below the
option on the display.

Buttons

This guide uses dialpad button representations. Any button that appears in the
text or instruction steps indicates the dialpad button that selects an.option.

Example: Press [

When you see a dialpad button, it represents the button you must press 10
proceed.

Angled Dbrackets
Some information is descriptive information that is entered using the dialpad.
This descriptive information is always enclosed in angled brackets.

Example: Enter <the mailbox owners last name and first initial> -
The information in angled brackets describes what you should enter. In the

example above, you would enter a user's last name and first initial by pressing
the corresponding dialpad buttons on your Norstar telephone.
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What we have attempted to make this guide as easy to use as possible. The Intrilluction
appears telelphone displays shown throughout this guide use StarTalk Mini's default
settings and sample names.

on the S —
display For example: [ Set :

o
~ |

This display shows an example of the StarTalk Mini directory number (DN).

Note: For examples of the different main menus appearing on the display with
optional software enabled, refer to Appendix B, Configuration Default

menus.

Pre- Before you attempt to set up StarTalk, ensure you are familiar with how the
req uisites Norstar one and two-line display telephones operate. We recommend you read
your Norstar telephone user cards before proceeding.

Other For more information about StarTalk Mini, refer to the:
men
documents StarTalk Mini User Card
! StarTalk Mini Reference Guide
. StarTalk Mini Installation Guide
StarTalk Mini Programming Record
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About

Learning about StarTalk 2 ST

Introduction StarTalk is a fully automated receptionist service that offers call routing and
message taking services. This section describes how StarTalk works and
covers:

. basic system operation

. using the Feature Codes

. the Automated Attendant

. the Company Directory

. the different mailboxes

. Custom Call Routing (CCR)
. using the dialpad

. the Norstar display

. voice prompts

. exiting from StarTalk

. your role as System Coordinator

. set up and operation task summaries

HOW StarTalk works with a Norstar Business Communication System, offering a
StarTalk receptionist service that routes calls and provides voice message taking
capability. When enabled, StarTalk answers incoming calls and routes the calls
works to extensions and mailboxes within the system.

StarTalk has three main components:

. Automated Attendant
Mailboxes (Voice Messaging)
Custom Call Routing
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The first component is the Automated Attendant. The Automated Attendant

works like a receptionist would when answering incoming calls. The Automated
About Attendant plays a list of options to a caller through a voice prompt. If users

StarTalk know which option they want, they can interrupt the Automated Attendant by

' pressing their selection on the dialpad of any tone dial telephone.

When an option has been selected, the Automated Attendant responds to the
command by routing the call to an extension or mailbox within your company or
directing the user to the Company Directory or designated operator.

The second component of StarTalk is the mailbox. Mailboxes are added by the
System Coordinator and then initialized by the mailbox owner. Any caller can
leave a message in a mailbox after the mailbox is initialized.

Mailbox owners can open their mailboxes and customize them using all the
available options of StarTalk. Some common mailbox options are:

. record and select primary and alternate greetings
password selection
record a name in the Company Directory
set up and maintain Off-premise Message Notification
' receive and send messages

For more information about all the StarTalk options, refer to the StarTalk Mini
Reference Guide.

The third component of StarTalk is Custom Call Routing (CCR). CCR is a

single-digit access application, providing callers with a series of voice prompts
and call transfer options. Using CCR, a user can:

o “listen to the Home Menu and make a selection

' listen to pre-recorded Information Messages
leave a message in a mailbox

. transfer to an extension
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WhOo For more information about CCR, refer to Section 4: Preparing to set up
can use Custom Call Routing (CCR), Section 8: Setting up Custom Call Routing
(CCR) and Section 9: Administering Custom Call Routing (CCR). About
StarTalk StarTalk

StarTalk can be used by any outside caller, and by mailbox owners in your '
company. Away from the office, StarTalk can be used with any tone dial
telephone. Inside your office, StarTalk can be used from any Norstar or tone
dial telephone connected to your Norstar system.

Note: Incoming calls from a rotary dial telephone are transferred to your
company receptionist or designated operator. if the operator is not available,
the caller is directed to the General Delivery Mailbox. When the General
Delivery Mailbox is disabled, the caller is returned to the Automated Attendant,

When using StarTalk from a Norstar telephone, a user must first enter a Feature
Code.

About the Feature Codes are used to access the different set up and operation functions
of StarTalk. To use a StarTalk function, a Feature Code must first be entered.

Feature There are six Feature Codes that work with StarTalk.
Codes
The default Feature Codes that work with StarTalk are shown in Table 2.1.
Feature Operation .
Jo o " . I
Feature 980 Leave Message
Feature 98 1 Open Mailbox
Feature 982 Operator! Status
Feature 983 System  Administration
Feature 984 Date and Time . .
Feature 985 Stat-Talk Directory Number (DN)
Feature 986 Transfer

Table 2.1 ~ Feature Codes

All StarTalk Feature Codes can be programmed for single button access. For
information about programming StarTalk Feature Codes, refer to Section 3,
Programming a memory button.
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Feature

Code
descriptions

Leave Message Feature Code

Is used by mailbox owners to leave a message in a mailbox initialized with
StarTalk. Users can also transfer a caller to a mailbox using the StarTalk Leave
Message Feature.

To use the Leave Message Feature, press ] ][]

Open Mailbox Feature Code

Is used by mailbox owners to open their Personal Mailboxes. All Personal
Mailboxes are protected by a password that is established by the mailbox
owner.

To use the Open Mailbox Feature, press (9]

Operator Status Feature Code

Is used by the System Coordinator, receptionist or designated operator to set
the Operator Status. When an operator is not available, the Operator Status
must be set to NO. This alerts the Automated Attendant that the receptionist or
designated operator is not available. This Feature Code is also used to
establish whether a business is open or closed, and to designate the operator’s
extension. This Feature Code is protected by a password.

To use the Operator Status Feature, press Feature o) ] [2)

System Administration Feature Code

Is used by the System Coordinator and the installer to.set up StarTalk. This
Feature Code is also used by the System Coordinator to add mailboxes and
select an alternate language. This Feature Code is protected by a password
established by the System Coordinator.

To use the System Administration Feature, press ERRERNS |

Date and Time Feature Code

Is used by the System Coordinator to set the StarTalk Date and Ttime.
StarTalk’s Date and Time is independent of the date and time appearing on the
Norstar telephone display. The StarTalk Date and Time appears on all
incoming messages. This is referred to as Envelope Information. This Feature
Code is protected by a password that is established by the System Coordinator.

To use the Date and Time Feature, press 9]
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StarTalk Directory Number (DN) Feature Code
Is used to determine StarTalk Mini's intercom number. This number is used to
forward a Norstar telephone to StarTalk, and to use StarTalk from a single-line Y

set attached to an Analog Terminal Adapter (ATA). StarTalk
To use the StarTalk DN Feature, press ]
Transfer

Is used to transfer calls to a mailbox. While the call is active, enter the Feature
Code, then enter the mailbox number where you want to direct the call. The
caller is now transferred.

To use the Transfer Feature, press (] (6]
Note: Do not put the call on hold. Feature 986 must be entered while the call is
active.

About the The Automated Attendant is the StarTalk receptionist. When enabled, the
Automated Automated Attendant answers your company’s incoming telephone lines
according to the time of day with a prerecorded greeting selected from the
Attendant StarTalk Greeting Table. When the Automated Attendant is enabled, the
Automated Attendant menu prompt provides a list of options so that a caller
can:

¢ reach any extension or mailbox in your company
leave a message in a mailbox
select an alternate language (not a prerecorded voice prompt)
look for an extension or mailbox in the Company Directory
reach your company receptionist or designated operator
open a Personal Mailbox as a mailbox owner (not a prerecorded voice
prompt)

The default Automated Attendant'menu prompt can be disabled at any time.
When you disable the default Automated Attendant menu prompt, you must
record a Customized Automated Attendant menu prompt. This customized
Automated Attendant menu prompt replaces the default Automated Attendant
menu prompt.

Important: A caller is returned to the Automated Attendant menu prompt after
completing a StarTalk session. When you disable the Automated Attendant
menu prompt, your customized Automated Attendant menu prompt plays in
place of the prerecorded Automated Attendant prompt.

StarTalk Mini Set Up and Operation Guide



2

- 6  Section 2: Learning about StarTalk

About the
Company
Directory

About the
mailboxes

The Special
Mailboxes

The Company Directory is an internal voice list containing the names of users
with initialized mailboxes who have been designated to appear in the directory.

A user can open the Company Directory from a Norstar two-line display
telephone when the display shows the I F option. The Company Directory

can also be opened by pressing (¢ ] when the Automated Attendant an-
nounces the option is available.

Mailbox owners must record a Company Directory name before they can use
their mailbox. A mailbox owner’s name does not have to appear in the Com-
pany Directory. Whether or not a mailbox appears in the Company Directory is
established by the System Coordinator when the mailbox is registered with
StarTalk. This Company Directory override can be changed at any time.

A mailbox is a storage place for messages on the  StarTalk Mini system.
StarTalk Mini can store a maximum of 24 mailboxes. There are three groups of
StarTalk mailboxes including:

. Special Mailboxes
Personal Mailboxes
Information Mailboxes

Note:, This total can include any combination of Special, Personal, and
Information Mailboxes.

The Special Mailboxes are administered by the System Coordinator. The
Special Mailboxes include:

| System Coordinator Mailbox
General Delivery Mailbox

For more information about the Special Mailboxes, refer to Section 6: Setting
up mailboxes.
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Personal Personal Mailboxes are assigned by the System Coordinator and maintained
Mailboxes bythe mailbox owner. There are two kinds of Personal Mailboxes including:

' User Mailboxes
Guest Mailboxes

For a description of Personal Mailboxes, refer to Section 6: Setting up
mailboxes.

Information information Mailboxes provide greetings that relay important company or
Mailboxes department messages, Information Mailboxes do not have an operating
extension. To request an Information Mailbox, see your system Coordinator,

' nly a few rules apply to the Starlalk mailboxes. These rules should be given
Mail boX only a few rules apply to the StarTalk mail hese rules should b
rules to any user who is going to have a mailbox.

The mailbox rules are:

1. A password is always needed to open a mailbox.

2. A mailbox can be opened from any Norstar telephone from the Lo3:
display prompt. At this prompt enter the mailbox number and password ;
combination,

When a mailbox is assigned to a Norstar telephone, the display always
shows the F=wd: prompt. To reach the Lo3:i prompt, press QTHR

or g

When a Norslar single-line display is being used, press ( to reach
the L=d: display prompt.

3. A mailbox must be initialized before it can be used.
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LOgglng ON Logging onto the StarTalk Mini system allows you access to StarTalk Adminis-
tration, Configuration and the different Feature Codes. After the appropriate
About Feature Code is entered, a mailbox number and password combination must be
StarTalk entered.

For example, to access the System Coordinator mailbox:

1. Press [Feaws ) []) ] [5)

The display shows: ( Loa:
| ouIT RETRY

o — | —

2. Enter [JE)0)E) 0] 0]

Note: The first two digits represent the default mailbox number for your
StarTalk System Coordinator Mailbox. The next four digits represent the
default password. The password and mailbox combination varies
depending on the mailbox number length. Mailbox number lengths
range from two to seven digits. When the mailbox number length is two
digits, the System Coordinator mailbox is 12. When the mailbox number
length is seven digits, the System Coordinator mailbox is 1000002. For
more information about System Coordinator password and mailbox
combinations, refer to Appendix B.

3. Press QK
The display shows:

Hdmir
i MED
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Usi ng the The buttons on the diaipad act as both numbers and letters. Each button
Norstar represents a number and also represents letters of the alphabet.
dlalpad StarTalk knows when an alphabet letter is required. When an alphabetical entry "
is required on the command line of the display, press the  dialpad bution that
represents the letter. The letters will appear on the display in the order listed on
the number button.

If a letter appears that is not the correct letter, press the button again. To
accept the letter, press [« To insert a comma, press (1 ] (# ]

The Norstar dialpad is shown in Figure 2.1.

Figure 2.1 ~ Norstar dialpad

When you are entering a name using the Company Directory option, you need
only to press the number button associated with the letters of the name once
You do not need to enter a comma. For example, if you are looking for the last
name Taylor, you would press [s | (2 | (o ][5 ]

When you are looking for a mailbox owner using the Company Directory, you
can find the name by entering the first four letters of the last name. If StarTalk
cannot find the name the first time, you can press RETE* or To view all
the names in the Directory press [« ] Then press HEXT or until you find
the mailbox owner.

Note: If you are trying to find a mailbox owner with less than four letters in the
last name, for example Fry, press the buttons on the dialpad that spell the entire
last name, and press [# ]
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Using The Norstar display on M7310 and M7324 telephones is a two-line display that
StarTalk provides information about commands and options available when you are
About . using StarTalk.
StarTalk with a
two-line The display can provide up to three display button options at a time. In some
dis D | ay instances, you must wait for the voice prompt to play the other available
options. In those instances when options are played by the voice prompt and
the corresponding button does not appear on the display, you must select the
option using the numbers on the dialpad.

The Norstar two-line display is shown in Figure 2.2.

Display command line

Display button options

Display buttons

Figure 2.2 - Norstar two-line display

Usin g The Norstar display on M7100 and M7208 telephones is a single-line display

that can be used for any StarTalk session. Any configuration task, such as
Sta(TaIk setting the date and timg, requires you to use Zn M73g10 or M7324 two-line
with a display telephone.
single-line
. When you are using a Norstar telephone with a single-line display, all options
dis P | ay ae given immediately through the StarTalk voice prompts and are selected

using the dialpad only.
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Usi NG A singledine, tone dial telephone connected to a  Norstar KSU through an
StarTalk Analog Terminal Adapter (ATA) can be used for any StarTalk session. You
] cannot use a single-line telephone attached to an ATA to perform StarTalk About
with an System Administration tasks. StarTalk

Analog o
Terminal The single-line telephone does not have a feature button. To access StarTalk
features, such as Leave Message or Open Mailbox, call StarTalk and follow the
Adapter voice prompts. The StarTalk DN is determined by using Feature 985 on a
Norstar telephone.

If you have.an Enhanced ATA, you can also press:

[Link J[*J[e ][] 1] to open your mailbox,
or

tink () [o][8]) (0] to leave a message,
and

follow the voice prompts.

When a caller uses StarTalk from a rotary dial telephone, StarTalk transfers the
caller to your company receptionist or designated operator. If a receptionist or
designated operator is not available to answer the call, the caller is transferred
to StarTalk's General Delivery Mailbox.

Note: When adding a mailbox associated with an ATA, message Waiting
Notification should be set to NO. For more information about setting up
mailboxes refer to Section 6: Setting up mailboxes.
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& Entering The command line of the display on your Norstar telephone can show 16
characters characters. There are several situations when the prompt and the information
About into the [0 be entered combined total more than 16 characters. The prompt will remain

StarTalk

on’ the display when less than 10 characters are entered. The maximum

commqnd number of characters you can enter is 16.
For example: [ Pawd: 1111
\ OTHR RETRY 0
{ t-:,."..." J'ff:fzf;"im” e o

There are three situations when the command line prompt will disappear. This
happens when the display shows the command line prompt:

REREN
Glist:
Lo

For instance, when the display shows:

| Hape: \
A ESF () }

When you begin to enter the last name, the command line prompt disappears.
For example, if you were entering the name S. Martin, you press the  dialpad
button for M, the display drops the Mari=2 command and changes to show:

.......... ¥

€ \
LTRETRV EKSF oK j)

o ——

[ MARTIH, S
RETRY  EKSP QK

ey ey vy T T T T ey e oryrrrryeryy

. [.. e N P

The display no longer shows the command line prompt.
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About the Each command shown on the Norstar display is accompanied by a voice
StarTalk prompt. On a Norstar two-line display telephone, the voice prompt plays after
, a five second delay. When you do not select an option, StarTalk ends the About
VOICEC session. On a Norstar single-line display telephone, the voice prompt plays StarTalk
prom ptS immediately. When you do not select an option within an additional four
seconds, the voice prompt replays the options before StarTalk ends the
session.

StarTalk voice prompts provide the same options as the display button options,
and additional options not appearing on the display. When the voice prompt
plays the available options, it only provides the dialpad number buttons that
invoke the options.

When the voice prompt announces a display option with a corresponding
dialpad button, you can use the display button or the number on the dialpad.
Either button will invoke the selected option.

Interrupting Voice prompts can be interrupted by selecting an option on the display or
a voice dialpad. A voice prompt can be stopped by pressing (¢ ] A user cannot
prompt interrupt a prompt- that is informing the user of an error.

When a Norstar one or two-line display telephone is being used, pressing
backs up the display to the previous display prompt.

Note: There are no voice prompts for configuration options. All configuration
commands and options appear on the M7310 or M7324 two-line display
telephone.
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About the starTak Reports are available to view and verify StarTalk set up information.
StarTalk There are six StarTalk Reports:

About
StarTalk Reports . Directory Report (1): lists the mailbox users who appear in the Company
Directory.
. Numeric Subscriber Mailbox Report (2): lists the mailbox owners

according to their mailbox number.

. System Group List Report (3): lists Group List numbers and names,
along with the member names and mailbox numbers.

. Message Usage Report (4): lists the current storage available in minutes
on the StarTalk module.

. Mailbox Activity Report (5): lists daily and average mailbox activity
statistics for an individual mailbox or all mailboxes.

¢ Tree Report: lists the points on the tree, assignments made to the points
and any areas that need administering.

You must have an RS-232 printer connected to StarTalk to produce Reports.
For more information about StarTalk Reports refer to Section 12: StarTalk
Reports.

Exiting When you are using StarTalk, you can exit a StarTalk session by:
from ,
StarTalk

2. Pressing an alternate line button.

Hanging up the handset.

3. Pressing (Ris |

Note: When you press Fethee StarTalk session ends in two to three
seconds, except when you are transferring a caller to a mailbox.
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Your role &s System Coordinator, you perform all the tasks necessary for setting up and
as System operating StarTalk. These tasks are summarized in Table 2.2. This guide

] provides all the information you need for completing these tasks. About
Coordinator StarTalk
Set up tasks
. Completing StarTalk Programming Record
. Preparing StarTalk information
. Setting StarTalk Date and Time
. Setting the Business Hours
. Recording the Company Greetings
. Assigning Greetings to a Greeting Table
. Assigning the Automated Attendant lines

’ Assigning a line to a Greeting Table

. Changing SlarTalk's language capability
U Setting up the mailboxes

¢ Initializing the Special Mailboxes

. Setting up CCR

Operation tasks

. Assigning Company Greetings
' Setting the Operator Status

’ Adding new mailboxes

’ Changing Mailbox options

’ Reassigning the Class of Service
. Changing the mailbox extension
* Resetting a mailbox password
. Deleting a mailbox

’ Registering a Guest Mailbox

. Sending messages

. Sending Broadcast Messages

. Adding a Group List
. Changing a Group List

. Viewing Group Lists

. Deleting a Group List

J Sending a Group Message
. Deleting messages

. Printing Reports

. Changing CCR points

Table 2.2 - Set up and operation task summaries
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About
StarTalk
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Preparing
tosetup
StarTalk

Introduction Preparing to set up StarTalk involves collecting the StarTalk set up information,
To set up StarTalk you need to know about the:

’ StarTalk Mini Programming Record )
Intercom number (directory number) length
Programming memory buttons

This section describes the information you need for setting up StarTalk.

The The StarTatk Mini Programming Record contains information about your
StarTalk company’s Norstar Key Service Unit (KSU) and StarTalk Mini. This Record is
.. provided to you by your StarTalk installer or your customer sales representative.
Mini Pro-

gramming The Programming Record is useful for organizing the StarTalk set up. It
Record contains information about:

. Norstar hardware verification
Norstar line data verification
StarTalk initialization verification
StarTalk Feature Codes
Business Hours
Optional equipment
Custom Call Routing (CCR)

It also provides a Greeting Table Summary, Greeting and Line Summary,
Mailbox List, Group List, and Class of Service values. These sections of the
Programming Record are useful for recording StarTalk line information,
greetings, and mailbox information.
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Norstar This section of the Programming Record has information about the type of

hardware
verification

Norstar
line data
verification

StarTalk
initialization
verification

Norstar KSU, and KSU software version being used in your company.

Note: To perform the StarTalk set up, you need to use a Norstar M7310 or
M7324 telephone. These Norstar telephones have a two-line display.

This section of the Programming Record provides information about the number
of telephone (CO) lines in your company. You need to know the line numbers
S0 you can assign the lines to the StarTalk Greeting Table. You also need to
know the directory number length (DN). The DN length ranges between two
and seven digits. For more information about determining the DN length, refer
to the StarTalk Mini Installation Guide.

This part of the Programming Record covers:

Mailbox number length: This is the number of digits in a mailbox number.
The mailbox number length must be the same as the Norstar DN length. This is

designated by your StarTalk installer. The default DN length is two digits.

Bilingual: This identifies whether or not the module has bilingual language
capability. Two types of StarTalk modules with bilingual capability are avail-
able: one type uses English and French, the other uses English and Spanish.
This section of the Programming Record provides a space to record which
languages your company will be using with StarTalk.

Primary language: This specifies which language is being used as the primary
language.

Alternate language: This specifies which language is being used as the
alternate language.

Group List enabled: This establishes whether or not Group Lists are being
used. A Group List leading digit must be assigned when the Group List is
enabled. This section of the Programming Record provides a space to record
the Group List leading digit. For more information about Group Lists, refer to
Section 11: Sending a message to more than one mailbox.
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Important: If you need to add the Group List capabilty or change the Group A%
List leading digit, you must reset StarTalk. Refer to Appendix C.

Warning: Resetting StarTalk erases all the Company Greetings, Greeting
Table and mailbox information. Before you reset StarTalk, ensure that .
you have a copy of the current StarTalk configuration. Refer to your Preparing

StarTalk Mini Programming Record. to set up
StarTalk

]

StarTalk The Feature Codes section of the Programming Record summarizes the
Feature StarTalk default Feature Codes 980 through 986. It also provides a space to
Codes record the new Feature Code when the default code is not being used.

For instructions about how to determine the StarTalk Feature Codes, refer to
Determining the Feature Codes, later in this section.

Business This section of the Programming Record shows the default Business Hours.

Hours Business Hours can be assigned by your StarTalk installer according to the
Business Hours used in your company. A space is provided to record the
Business Hours for the Morning, Afternoon, Evening, and Non-business Hours.

Optional This section of the Programming Record has information about the optional
equipment equipment attached to your StarTalk Mini module. You can attach an RS-232
terminal. If you are printing reports, you must have an RS-232 printer con-

nected to StarTalk.

Summary The StarTalk Mini Programming Record also provides a Greeting Table
Tables and Summary, a Line Number Summary, Greeting Summary, and Mailbox informa-

Lists tion list.

Before you complete this section of the Programming Record, you should
photocopy these pages. Use these pages as master copies for referencing any
changes to your StarTalk set up. Keep the completed Programming Record in
a safe place for future reference.
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About the The StarTalk Greeting Table Summary assists you in summarizing how the
Greeting Table Greeting Table is organized. This section of the Programming Record allows
Summary you to specify the Business Hours and the language preference being used in

the Table.
Preparing For more information about setting up and using the Greeting Table, refer to
to set up Section 5: Setting up StarTalk.

StarTalk

About the The Line number Summary provides space to record the telephone line
Line number numbers used in your company, the telephone number of the line, whether the
and Greeting line is answered by StarTalk and the number of rings before StarTalk answers.
Summary
The Greeting Summary provides a space where you can record numbered
greetings and what the greetings say.

The Greeting Summary also provides a space where you can record the
Customized Automated Attendant Main menu prompt, and the Information
Mailbox Message.

About the The Mailbox List provides a convenient place to record personal mailbox
Mailbox List information. This can serve as a paper record for future reference about
mailbox numbers associated with extensions, a mailbox owner's name, a Class
of Service and Mailbox Overrides. You can also record Guest Mailboxes on the
Mailbox List, or photocopy the Mailbox List before it is filled out and use the
photocopied page as a separate Guest Mailbox List.

Note: StarTalk can store a total of 24 mailboxes. These can be any combina-
tion of Special, Personal, and Information Mailboxes.

For more information about setting up mailboxes refer to Section 6: Setting up
mailboxes.

Group List The Group List provides space to record both the Group List name and number
as well as the member names and mailbox numbers.
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Class of Class of Sewice values outline the special features and parameters that can be
Service assigned to mailboxes.

values , , . :
For more information about Class of Service values refer to  Section 6, Class of

Service.

Preparing
tosetup
StarTalk

Custom Call This section of the Programming Record provides a blank CCR Tree and space
Routing © record point information required to set up a Tree.

Intercom 7o use StarTalk, the Norstar intercom number or directory number (DN) and the
StarTalk mailbox number lengths must be the same. The StarTalk mailbox
n
umber number length was established during the StarTalk initialization performed by

length your st

important: For StarTalk to work, the Norstar intercom number length must be
the same as the StarTalk mailbox number length. If the Norstar intercom
number length is different from the StarTalk mailbox number length, you must

‘ change the StarTalk mailbox number length. Refer to Appendix C: Resetting
StarTalk.

Resetting StarTalk s only reset if you have to change the StarTalk mailbox number
StarTalk length, the Group List capability, or the Group List leading digit. Appendix C
provides the steps necessary to reset the StarTalk Module.

Warning: Resetting StarTalk erases all the Company Greetings, Greeting
Table, and mailbox information. Before you reset StarTalk, ensure you
have a copy of the current StarTalk configuration. Refer to your StarTalk
Mini  Programming Record.
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Determin-
ing the
Feature
Codes

StarTalk uses Feature Codes 980 through 986. Before you continue with the
set up, ensure these Feature Codes are available. It is possible that some
Feature Codes might be in use with another Norstar product, such as DCI,
DBN, Hourglass or SMDR. If these codes are being used by another applica-
tion, Norstar automatically assigns StarTalk codes between 900 and 999.
These codes might not appear in sequential order.

To determine StarTalk's Feature Code availability:
1 From a Norstar M73 10 or M7324 display telephone, press

[Featwe ] o) (x] [1] The display shows Leawe m=3: and the
Feature Code.

2. To view the next Feature code, press HE=T
The display shows the next Feature Code display prompt and number.

3. Continue pressing ME=T to view all the Feature Codes. .

Feature Codes shown here are the default Feature Codes. If the codes
change, record the assigned codes in the space provided.

[Feawe ]3] 2] [0]

Feature 9

Feaug @ []

Feature 9

[Feaws ) 5] B ] ﬁLDPEPaLDP:Faxx

Feature 9

a

e
=
n
¥e)

Feae ) 6] B 6] G%

Feature 9 ___
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Foawe ) @) 1) (1)

Feature

e ) &) &) B

9

Feature 9

[Feawre ] o) 8] [6]

Feature 9

Section 3: Preparing to set up StarTalk 3

-7

([I-at.e.f‘t.ime: Fu

Preparing

{ StarTalk DM:F9xx

HEXT

to setup
StarTalk

{ Transfer:F9%x

HUL

Note: For more information about Feature Codes, refer to Section 2, Feature
Code descriptions.
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To verify the StarTalk Feature Code display prompts:
Preparing

to set up 1. From a Norstar M7310 or M7324 display telephone, press each StarTalk
StarTalk Feature code. The display shows the Feature Code’s display menu.

[Feawe |} (o] o] [o]

.'Hbox:
\ IR

e ) ) ) 0

&

Foaws ) 6 ) &) CJ
NG

Foe ) B &) &)

RETRY 0K

{ L3
A RUIIT RETRY

o) () ) )

Set (StarTalk’s DH>

[Feawe ] o) 8] 5]

(0] (8] [6] fC-l-:» Farty connect
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Determini NQ  Knowing the StarTalk version being used allows you to identify software feature
the StarTalk availabilty.

software 1, determine the software version of your StarTalk module:

version : |
[, Press [Feature] [¢) Preparing
to set up
The display shows: |{ Loa: StarTalk
| ouIT
2, Enter  <the System Coordinator Mailbox and password combination>
3. Press 0 k.
The display shows: |f Admir
NE
4, Press
The display shows:

To end the StarTalk session, press (Ris |

Note: In the event StarTalk troubleshooting is required, you must
reference the software version.
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Program- To simplify your set up and administration tasks, we recommend programming
min g @memory button for the StarTalk Feature Codes you will be using most often.

a memory The mostfrequently used StarTalk Feature Codes are:

_ button

Preparing : Leave Message Feature 980
to set up : Open Mailbox Feature 981
StarTalk : Operator Status Feature 982
! System Administration Feature 983

Determine StarTalk's
Intercom Number Feature 985
Transfer Feature 986

To program a memory button:

i i Press - |Fealure @ @

ey )t

On Compact DR2 and Modular DR2 systems, the display shows:

On Compact DR5, Modular DR3, DR4, DR5, Centrex and Centrext
systems, the display shows:

2, Select a programmable button.
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i Press [Fmue ]

4, Enter  <the StarTalk Feature Code number> For example, 983.

On Compact DR2 and Modular DR2 systems, the display shows:

Preparing
to set up
StarTalk

{ ¥ew prodrammed

On Compact DR5, Modular DR3, DR4, DR5, Centrex and Centrext
systems, the display shows:

[ Prodrammed

5. Label the button with the Feature Code description using the paper
labels provided with your Norstar telephone.

Repeat steps 1 through 5 for each StarTalk Feature Code you want to program.
Note: We recommend you program a memory button with StarTalk's DN. To

verify StarTalk's DN refer to Verifying the Feature Codes, earlier in this
section.
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StarTalk starTai designates one language as a primary language, and the other

language
capability

language as an alternate language. The installer determines the initial fan-
guage availability during the StarTalk installation, you determine which lan-
guage is going to he used as primary and alternate. For example, on an
English/French StarTalk module, you can select French as the primary lan-
guage and English as the alternate language, or on an English/Spanish module,
you can select English as the primary language and Spanish as the alternate
language.

The language option can be changed at any time. Refer to Section 5, Chang-
ing StarTalk's language availability.

When StarTalk’s language option is enabled, the Automated Attendant allows
users to select either the primary or alternate language. This is not a pre-
recorded option. For the option to be announced you must include the option in
the company greeting that you record. For more information about recording
greetings with a language option, refer to Section 5, Recording the Company
Greetings.

Important: If for any reason you disable StarTalk’s language option, a user
cannot select the option from the Automated Attendant voice menu.

When you use StarTalk's bilingual language capability, mailbox Classes of
Service determine which language is used by the mailbox. For instance, Class
of Service numbers 1, 3,5, and 7 default to the primary language, and Class of
Service numbers 2, 4, 6, and 8 default to the alternate language. When the
bilingual capability is disabled, all Classes of Service use the primary language
only.

When a user calls a mailbox that is assigned a different language, the user
hears the Automated Attendant voice prompt in the language specified by the
System Coordinator. For example, if your mailbox is assigned the primary
language Class of Service number 3, and you call a mailbox that is assigned

the alternate language Class of Service number 8, and the primary language is
set at French all the voice prompts you hear will be in French.
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For a list of how StarTalk works with a bilingual language capability, refer to

Figure 3.1

Bilingual Enabled Bilingual Disabled

Primary and alternate Primary language prompts Preparing
language prompts only to set up

StarTalk

Classes of Service 1, 3,5, and 7 use All Classes of Service use the
the primary language primary language only
Classes of Service 2, 4, 6, and 8 use
the alternate language

Feature Code 983 language Feature Code 983 language

preference display available preference display not
available

Automated Attendant language Automated Attendant

selection option 9 available language selection

option 9 not available

Figure 3.1 -~ StarTalk Language Feature Summary

When StarTalk's bilingual language capability is disabled, you can use one of
the two languages your module is equipped with as the primary language.
Models are equipped with either English and French, or English and Spanish.
An alternate language capability is not available when StarTalk's bilingual
language capability is disabled.
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Preparing
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Preparing

Introduction custom Call Routing (CCR) is an application, that works with StarTalk, to o set up
provide a call routing path to direct incoming calls. This section describes how J4%a

CCR works, and defines:

' CCR Tree

' Point

' Home Menu

‘ Home Menu voice prompt
’ Information Messages

' Leave Message Point

' Transfer Point

. Destination type

. the Workspace

L how to assemble a Tree
' call Paths and Path numbers

How CCR ccris a customized call routing application that allows incoming callers to
‘:’WOI‘kS route their own calls along call Paths you Create.

A Path on a CCR Tree is accessed by selecting a number option that you
assign to a voice menu. The CCR voice menus act just like StarTalk's
Automated Attendant. The only difference is that you determine the options
available, and record the menu yourself. A caller selects number options by
pressing the buttons on any tone dial telephone.
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4 — 2 Section 4: Preparing to set up Custom Call Routing (CCR)

The CCR
Tree

A Point

Home Menu

Home Menu

The CCR Tree is a call Path that allows users to select single-digit options to
direct their own calls. You build the Tree and assign available options along
each call Path. You can assign as many as eight call Paths to the CCR Tree.

A Point is an option along the call Path of the CCR Tree. A Point can be the
Home Menu, an Information Message, a mailbox, or an extension.

The Home Menu is the introductory voice prompt, you record, providing a list of
single-digit options to a caller. A caller, after listening to the Home Menu
selects an option by pressing a number on any tone dial telephone. For
example:

“To place an order, press [I]. To add your name to our mailing /ist, press [2].
To reach our Sales department, press [3]. To speak with our Customer Service
Representative, press [4]. To speak with our receptionist, press [0]. "

The Home Menu can also be an Information Message. After a caller listens to
the home Information Message, the call is disconnected. For example:

“Come celebrate with us! /'s time for the /deal Office Machines annual get-to-

know-our-customers picnic. The annual picnic is, as always, the first Sunday
of August from 1:00to 5:00 p.m. in Central Park. See you there."

The Home Menu voice prompt is a voice prompt you record, providing a list of

voice prompt number options that, when pressed, route a caller to:

an Information Message
a mailbox to leave a message
an extension
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hformation  An Information Message is a message you record, providing a caller with
Message information about goods or services available from your company. An Informa-
tion Message is assigned a single-digit number that appears in a menu. When
this number is pressed, the Information Message plays automatically. For
example:

“We are pleased to announce the arrival of the new FaxEasy line of FAX machines.
FaxEasy produces [op quality FAX images at an affordable price, and is easy to
operate. "

Preparing
to set up
CCR

Note: This message can be used to provide callers with information about
sales, specials, company events, business hours, price lists, shipping times, or
even the weather.

Leave The Leave Message Point provides a caller with single-digit access to a
Message mailbox to leave a message. The Leave Message Point is assigned a = single-
Point digit number that appears in a menu. When this number is pressed, the caller
is automatically transferred to a mailbox to leave a message. For example:

“You have reached fhe Ideal Office Machines Order Desk mailbox. After the tone,
leave your name, complete address, and phone number, and the item name and
number you want to order. Thank you. "

Transfer A Transfer Point provides a caller with access to an extension. A Transfer
Point Pointis assigned a single-digit number that appears in a menu. When this
number is pressed, the caller is automatically transferred to an extension to
speak with an individual.
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Destination The Destination type determines where the call is directed after listening to an
type Information Message or leaving a message in a mailbox. Each Information
Message, and Leave Message Point must be assigned a Destination type.

There are two kinds of call Destination type, these are:

. return the call to the Home Menu
disconnect the call

Preparing
to'set up
CCR

Figure 4.1 shows a sample CCR Tree with call Paths and Destination types.

The Eachtime you build or make changes to the CCR Tree, you use the
Workspace Workspace. The Workspace is a work area that you use to assemble the CCR

Tree

When the CCR Tree is built and you have recorded all the menus and mes-
sages, you must save the Tree. After the tree is saved, it is removed from the
Workspace. Each time you want to make a change, you select the Tree
identification number, and it is automatically placed in the Workspace.

When you make changes to a Tree but do not save it, the Tree is stored in the
Workspace. The Tree is automatically saved for you as Tree 5.

Note: For more information refer to Section 9, Accessing the Workspace.

Ry b
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How YOU The CCR Tree is assembled by assigning options to menus, and then assign-
assemble ing either voice Information Messages, transfers or mailboxes to the options

the CCR along a call Path,

Tree A Home Menu has a recorded list of options directing a caller to one of the
following:

an Information Message
a mailbox to leave a message
. an extension

Preparing
to set up

CCR

The Home Menu voice prompt you record, plays immediately after the Com-
pany Greeting.

About A call Path is a branch of the CCR Tree. It consists of an Information Mes-
call Path S sage, a Leave Message Pomt,_ ora Transfer_ RO|nt. Each Point is identified by a
Path number. A Path number is the single-digit that callers enter to route
and Path themselves along the call Path of the CCR Tree.
numbers
The CCR Tree call path can have a maximum of eight Paths. The Home Menu
is always Path Q.

In the sample Tree, Figure 4.1, in this guide, Path O or the Home Menu
provides the caller with four options. Option 1 branches to Path 1. Option 2
branches to Path 2. Option 3 branches to Path 3. Option 4 branches to
Path 4.
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Figure 4.1 shows sample CCR Tree Paths, including Points and Destination
types. Destination types are assigned to Information Messages and Leave

Message Points.

Note: Destination types appear in bold type. HOME represents returning the
call to the Home Menu, DISC represents disconnecting the call.

Preparing

to set up
CCR

Company  Greeting

Path 0 Home Menu

Path 1 Path 2 Path 3 Path 4 °
Transfer to an Leave Message Transfer to an Transfer to an
Extension HOME Extension Extension

Figure 4.1 - Sample CCR Tree Paths, including Points and Destination types
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Figure 4.2 shows a sample CCR Tree, including the Company Greeting, the
Home Menu voice prompt, and voice prompts for each of the four Paths.

Company Greeting
"This is Ideal Office Machines. Our business hours are
from 9:00 a.m.to 9:00 p.m., Monday lo Friday; from )
9 :00 am. to 5:00 p.m. on Saturday; and from 1:00 to Preparing
5:00 p.m. on Sunday. * tosetup
CCR

Path 0 Home Menu
“To place an order, press [/]. To add your name lo our
mailing list. press [2]. To reach our Sales department,
press [3]. To speak with our Customer Service
Representative, press [4]. To speak with our reception-
ist, press [0]."

Path 1 Path 2 Path 3 Path 4
Transfer to an Leave Message Transfer to an Transfer to an
Extension “To be included on Extension Extension
the Ideall Office

Machines mailing list,
leave your name, and
complete  address
after the afflenghe lone. "

Figure 4.2 ~ A Sample CCR Tree
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Designing
the CCR
Tree

Where to
begin

Step One

Designing the CCR Tree involves:

«  determining frequently requested departments

«  determining frequently called extensions

' making a list of goods and services for promotion in Information
Messages
selecting mailboxes assigned to Leave Message Points
determining call Destination types
recording the prompts and messages

This section describes the kind of information you require to assemble the CCR
Tree. It also provides you with step-by-step examples of how you can assem-
ble a CCR Tree.

Note: Refer to the StarTalk Mini Programming Record. You should
photocopy this record, and use the photocopy as an outline as you proceed
through this section.

Before you begin assembling the CCR Tree, ensure you have a copy of the
StarTalk Mini Programming Record. Constructing the CCR Tree involves
three steps.

The first step in building the CCR Tree involves assigning options to the Home
Menu. The options you assign can be a transfer to a mailbox or extension, or
an Information Message. The Home Menu is Path 0. For example:

Path 0: “To place an order, press [1] To add your name to our mailing /ist,
press [2]. To reach our Sales department, press [3]. To speak with our
Customer Service Representative, press [4]. To speak with our receptionist,
press [0]."

If the Home Menu is an Information Message, the call is disconnected after the
message is finished playing.

After you have determined how many options you want to offer in the Home
Menu, you must determine where the option will direct the caller.

Options are an Information Message, a Transfer Point, and a Leave Message
Point.
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Step Two Step two involves assigning Destination types to options transferring a caller to
an Information Message, or a Leave Message Point. The Destination type
allows a caller to:

' return to the Home Menu
disconnect the call

After the Information Message plays, StarTalk automatically performs the
Destination type you assigned.

Preparing
toset up

CCR

Step Three Step three involves preparing the voice menus and messages you want to
record. The Programming Record provides a space to record the message
voice prompts for the Home Menu and a place to record the option messages.

The Home Menu voice prompt you record should include all the options
available in the Menu. For example:

Path 0: “To place an order, press [1]. To add your name [0 our mailing list, press
[2]. To reach our Sales department, press(3]. To speak with our Customer Service
Representative, press [4/. To speak with our receptionist, press [0]. "

You must prepare a prompt for each Information Message and Leave Message
Point.
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Preparing
to set up

CCR
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Introduction This section describes the tasks you perform to set up StarTalk. Setting up

StarTalk involves: Setting
up
’ setting the Date and Time StarTalk

setting up the Company Greeting Table
determining which company lines will be answered by StarTalk
recording your Company Greetings
assigning a greeting to the Greeting Table
disabling the Voice Mail option
re-enabling the Voice Mail option
disabling the General Delivery Mailbox
‘ re-enabling the General Delivery Mailbox
number of rings before StarTalk answers
language availability

Before you can begin to use StarTalk, you must determine how your Norstar
Business Communication system is set up. Refer to Section 3: Preparing to
set up StarTalk.

Important: To set up StarTalk in your company you require a Norstar M7310
or M7324 two-line display telephone. You cannot set up StarTalk from a
Norstar M7100 or M7208 single-line display telephone.

Before Bgefore you begin the StarTalk set up, ensure you have:
you start Read Section 3. Preparing to set up StarTalk.
Read Section 8: Setting up Custom Call Routing (CCR).
A completed StarTalk Mini Programming Record.
Verified StarTalk Feature Code availability.
An M7310 or M7324 two-line display telephone.

_Cn-hwl\)!_\

For more information about what you need to set up StarTalk, refer to
Section 3: Preparing to set up StarTalk.
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Setting The StarTalk Date and Time is independent of the Norstar Date and Time. The
StarTalk StarTalk Date and Time appears on all messages left in a mailbox. This Date
and Time stamp is called Envelope Information.

Date and

Time After the StarTalk Date and Time is set, it does not have to be changed unless
there is a time change associated with a season. StarTalk can store the Date
and Time for several weeks when the power is interrupted.

To set StarTalk's Date and Time:

CARCHN

Setting 1. Press
up

Feature

StarTalk The display shows: | Lao3: 1
HUTT RETREY ]9
2. Enter  <the System Coordinator Mailbox and password combination>
3 Press 0 K S ——
The display shows: | <date: '
\ CHHG 7 MEXT )
( (s e [ e ||

4. Press CHHG
The display shows: |{ Enter wammdd:
| RETRY

5. Enter  <the year, month, and day>
Note: This is a six-digit field. Any single-digit month or day must be -
preceded by a zero. For example, February 7, 1992 must be entered as
920207.

6. Press HEXT
The display changes to show the time
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. Press  CHHG
The display shows:

v Eritzr kb
| RETRY

8. Enter  <the time in hours and minutes
Note: This is a four-digit field. Any single-digit hour or minute must have
a zero preceding the number. For example, 2:03 must be entered as
0203.

?.Enter hibmms <time
RETREY

The display shows:

Setting

up
StarTalk

9, Press At or FM

The display shows:
CHHG

Note: To return to the date display, press MEXT

To end the StarTalk session, press

<F
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Setti NG The StarTalk Greeting Table stores the greetings played by the Automated

h Attendant to incoming callers. This Greeting Table is divided into four sections.
up the : . ,
. The four sections represent your Company Greeting for:

Greeting
Table . Morning
! Afternoon
Evening

Non-husiness

Note: Table 7.1 in Section 7 shows time segments for the Morning, Afternoon,
Setting Evening, and Non-business Hours Greetings.

up

StarTalk StarTalk can store a total of 10 greetings in memory, but only four greetings can
be assigned to the Greeting Table at any one time. The greeting numbers
assigned to the Table can be any greeting that you record and number from 1 to
10. Only greetings 9 and 10 can be used to replace the Automated Attendant
menu prompt.

Note: For more information about the Automated Attendant menu prompt, refer
to Section 7, Setting the operator status.

How the You can record four Company Greetings for the table. There is a total of four
Greeting greetings stored on the Greeting Table at any one time. A number from 1 to 10
Table is must be assigned to any greeting that is used in the Greeting Table.
organized We recommend using greetings 1 through 8 as your daily business greetings,
and greetings 9 and 10 as special greetings. For example, for the New Year
Holiday you could record the greeting:

“Thank you for calling Incare Incorporated. We are closed for the New Year
Holiday. We hope your holiday is happy and safe. We will be open Monday to
resume our regular business hours. Happy New Year.”

This greeting would be recorded as greeting number 10, and assigned to the
Greeting Table for the Non-business Hours Greeting. When the Business
Status is set to NO, the holiday greeting number 10 would play on the Greeting
Table. For more information about selecting greetings, refer to Assigning a
greeting to the Greeting Table, later in this section.
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Determining To set wp your company's Greeting Table, you first need to:

Greeting .
. record your Company Greetings
Table . . o

. . . determine the greeting numbers that you will assign to the table

information
When you are setting up your company’s Greeting Table information, use the
Greeting Table summary provided in the StarTalk Mini Programming Record.
The Programming Record will assist you in organizing your Company Greeting
information.

Setting
Preparing Before you record your Company Greetings, determine the type of greetings to up
your greetings be used on the different company lines and what you would like the greetings to  RSERE}
say. You must prepare at least four greetings for the Greeting Table. As you
record your greetings, number them from 1to 4.

The four greetings will reflect the Morning, Afternoon, Evening and Non-
business Hours. You must number each greeting 1 to 4. For example:

1) Morning Greeting: “Good Morning. You have reached
Touchstone Marketing.”

2) Afternoon Greeting: “Good Afternoon. You have reached
Touchstone Marketing.”

3) Evening Greeting: " Good Evening. You have reached
Touchstone Marketing.”

4) Non-business Hours
Greeting: " You have reached Touchstone Marketing.
Our business hours are Monday to Friday
from 8:00 am to 5:00 pm. Please stay on
the tine and leave a message. Thank you
for calling. "

When you are using Guest Mailboxes to make customer announcements or
provide ordering information, you must inform callers they can select these
mailboxes immediately by entering the mailbox number. For example, if you set
up maibox 17 to provide order taking and product introduction services, you
would record your Company Greeting to say:

“Good Morning. You have reached Touchstone Marketing. To listen to our
product service information and place an order, press | 7 7. "
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After you have determined what your Company Greetings will be, practice
recording your greetings. Remember to speak slowly and clearly, at a pace that
is easy to understand. Try to use a tone that will encourage callers to use your
StarTalk service. For the best recording results, record your greetings directly
into the handset.

If you are using a primary and alternate language, remember to record your
Company Greetings in both languages, and include the Automated Attendant
option number (s ] to select the alternate language prompts.

* Setting If you are using a primary and alternate language it is a good idea to record the

up option [9 ] instruction in the alternate language. For example, if you are using
StarTalk English as your primary language and French as your alternate language, your
main greeting would be in English and the option [s ] instruction would be in
French. For example:

“Good Morning.  This is Touchstone Marketing. [To use our voice messaging
service in French, please press 9], "

The greeting enclosed inside the brackets would be recorded in French,

important: Since the Automated Attendant does not announce an alternate
language option, your greeting must instruct a caller to press [s ] to use the
alternate language.

Although StarTalk can store 10 greetings in total, the sections Preparing your
greetings and Recording the Company Greetings only show you how to
prepare the first four Company Greetings. You can use the steps presented in
these sections to record any additional greetings.

important: You must prepare at least four greetings. These greetings
automatically play on the Greeting Table. Additional greetings will not play until
the greetings are assigned to the Greeting Table.

StarTalk greetings can be one to 10 minutes in duration. If you need to change
the greeting time, you must change the Class of Service of the System Coordi-
nator Mailbox. The default Class of Service for the System Coordinator Mailbox
is 7. This has a maximum greeting length of 10 minutes. For instructions about
changing a mailbox Class of Service, refer to  Section 10, Changing a mailbox
Class of Service.
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Recording the When you are recording your Company Greetings, do not use the Norstar
Company Handsfree Feature. For better results, speak directly into the telephone
Greetings handset.

To record a Company Greeting:

1 Press f[reawe | [0 8] (3]

The display shows: ( Laa:

\ auIT
up
2. Enter  <the System Coordinator Mailbox and password combination> StarTalk
3 Press 0k e e
The display shows: {{ Rdmin
£HE:EI:=-::
4, Press HH
The display shows: |[ Auto Atdt Admin
GRTG TAELE  LIMES

5. Press GRTG

The display shows: Greeting admin |
I\ GRETG AA A

Note: Pressing AH changes the display to show:
Feturn to AR Y For more information, refer to Section 7,
Changing the Automated Attendant status.

6. Press GRTS
The display shows:

| Greetina:

| RETRY

1. Enter  <the greeting number to be recorded>
Note: This number can be any number from 1 to 10. You do not have to
record your Company Greetings in numerical order, but they must be
numbered.
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8. Press 0 K
The display shows: |{ Grestind 1
\ RETRY  FLAY

9, Press REL

10. At the spund of the tone, record your greeting.
Note: When you have finished recording your greeting, do not hang up
the handset.

Setting 11, Press 0Ok to end your recording.
up

[ Recert Areetind?
| RETRY FLAY

StarTalk The display shows:
Ok

Note: To listen to the greeting, press FLAY If you replay the greeting
and the greeting is unclear or there is background noise, you can re-
record the greeting. To record the greeting again, press EETR'

s
14

“12.  To accept the greeting, press [i
To end this StarTalk session, press [Ri ]

You are returned to the Aut.c At.dt Admi n display. Repeat steps 5
through 11 for greetings 2, 3, and 4, and any other numbered greeting you want
to record. .
Note: Greetings 1 through 4 are assigned by default to the Greeting Table.

This means that greeting number 1 will be played in the Greeting Table as the
Morning Greeting.
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Assigning a Greetings 1 through 4 are the default greetings played on the Greeting Table.
greeting to The numbered greetings you recorded from 1 to 4 will play automatically. You
the Greeting do not have to assign greetings 1 to 4 to the Table, but you must select the

language preference.
Table guage p

Before you begin assigning greetings to the Greeting Table, ensure you have
recorded all the greetings that you will need.

Language preference
The language preference you select determines which language the Automated

Attendant uses. There are two language types: primary and alternate. Setting
up
To assign greetings and language preference to the Greeting Table: StarTalk

L Press [Featwe ][] (8] [3]

The display shows: Lvds
ﬁ_QUIT RETREY

B it s

2. Enter <the System Coordinator Mailbox and password combination>
3. Press ik
The display shows: {{ Hdrin
| MEDE HA

4, Press AA
The display shows:

 vnutD At.dt. Admin
| GRTG TRELE  LIHES

5. Press THELE
The display shows:

; Moriin3a:
! CHHG

b. Press LHHG
Note: If you are not changing the default greeting number, press
HE'<T to go to the Afternoon Greeting display.

1. Enter  <the greeting number from 1 to 10>
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8. Press 0k _

The display shows: Marnind: <Qreeting #>
\ CHHG FLAY HEST )

o Press HEXT
The display shows: | Afternoon: 2
{ CHHG FLAY HEXT

Setting To continue assigning the Afternoon, Evening, and Non-business Hours
up Greetings to the Greeting Table, follow steps 7 through 10.

StarTalk

When all your greetings have been assigned to the Greeting Table, you must
select the language preference.

From the Non-business Hours display:

10,  Press HEXT
The display shows:

Note: You can set the language preference for the Greeting Table. This
setting determines which language the Automated Attendant uses when
answering incoming calls. This can be changed at any time. If the
StarTalk bilingual option is set to NO, this display is not shown.

11, To change the language preference, press CHHMBG
The display changes to show: Lard Fref: alt

To return to the Fut.o At.dt. Hdm » display and continue adding greetings
to the Greeting Table, press [k and repeat steps 5 through 12.

To end the StarTalk set up session, press (Ris ]

StarTalk Mini Set Up and Operation Guide



Section 5: Setting up StarTakk 5 ~11 4

Configuring StarTalk is able to answer all your company’s incoming telephone lines, or just
the lines those lines you designate. Determining how your company fines are going to
be answered is called line configuration.

Each telephone line to be answered by StarTalk must be added to the StarTalk
Configuration. StarTalk will not answer any lines until the lines are added to the
StarTalk Configuration, and line answer is set to YES.

Note: For more information about line answering, refer to Section 7,
Assigning StarTalk Line Answering.

Setting

up
StarTalk

Adding To add a line, and assign it to the Greeting Table:

lines
1. Press Ealure l@@

2. Enter  <the System Coordinator Mailbox and password combination>

3. Press OK
The display shows:

— vt

s

[ Adnin

4, Press HAH
The display shows:

7 Aute Atdbt Admin
| 6RTH TRBLE  LIMES

5. Press L HES
The display shows: | Line number:
| RETRY

6. Enter <the line number>
Note: For information about the incoming line numbers used in your
company, refer to your StarTalk Mini Programming Record.
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7. Press O K
The display shows: Linez:l
, CHHG RIMGS

8. Press [HHG to change answer from H to Y.
Note: Press RI MGS to move to the Line:1 Rin3s:@display.

Repeat steps 5 through 8 to continue entering StarTalk lines and assigning the
lines to the Greeting Table.
Setting
up 9, Press ( —
StarTalk The display shows: Auto Atdt Admin |
L GETG TAELE LIMES

To end this StarTalk session, press (s
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Assigning the You can assign StarTalk to answer incoming calls after a specified number of
number of rings. The number of rings ranges from zero to 12. If the number of rings is left
rings before at zero, StarTalk answers immediately. To assign or change the number of

rings before StarTalk answers:
StarTalk '
answers 1 press [Feawe )

2. Enter  <the System Coordinator Mailbox and password combination>

3. Press OK

The display shows: Admin ‘ ) Setting
1 MBED: AA QTHR

up

StarTalk

4, Press AH
The display shows: || Autc Atdt Rdmin A
LIMES

5. Press LIHE=
The display shows:

»\Line nmber N
\ RETRY

6. Enter  <the line number>

Note: For information about the incoming line numbers used in your
company, refer to your StarTalk Mini Programming Record.

1. Press 1k
The display shows: [{ Line: 1 Arae e
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i
8. Press R I HGS S ————
The display shows: Line:l Rinds:@ U
9, Press CHHG :
The display shows: (
| RETERN
) Foe—

Setting 10.  Enter  <the number of rings>
up Note: The number of rings ranges from zero to 12. When Class or CMS
StarTalk is used with DR5 software, the Automated Attendant must be set to
answer after a minimum of two rings.  After two rings, calling line
infomation appears on the display.

11. Press 0K .
The display shows: Line:l Ringsz:<3x )
| CHHG AHS HEWT

3 |

12. Press HMEKXT to view Line: 2
Note: Pressing HHZ returns the display to the Ling: 2 Rin3sid
display.

Repeat steps 9 through 12 to continue entering the number of rings before
StarTalk answers lines.

Il

13, Press [¢] ——
The display shows: ; Aut.o Atdt. Admin
| GRTG  TRELE  LIMES

o

To end this StarTalk session, press [Ris |
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ViEWing At any time after a line has been assigned to StarTalk, you can view the
and StarTalk answer option and change whether or not it is answered by StarTalk.

Chang i NG 7o view a line, and change the StarTalk answer option:

line o
configura- " s Lewee JEJRIE]
tion 2. Enter  <the System Coordinator Mailbox and password combination>
3. Press 0k — -
The display shows: |{ Admin Setting
MEDH H ) up
[ i — — StarTalk

4, Press AH -
The display shows: Auto Atdt Adein
\ LRTG THRELE LIMHES

5. Press LIHE=
The display shows: }f Lite number:
| RETRY

£ E—

6. Enter <the line number>
Note: For information about the incoming line numbers used in your
company, refer to your StarTalk Mini Programming Record.

1. Press ok
The display shows:

Lire:l

8. Press ©HHG to change answer from Pl to Y,

9, Press HE-T
The display shows:

 Lire:z Arzit
| cHis HEXT

10.  Use the HEXT and ZHHG buttons to view and change the configura-
tion of all the incoming lines in your company.

To end this StarTalk session, press (s )
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Assigning
the Voice
Mail option

The default status for assigning the Voice Mail option is enabled. The Voice
Mail option may be enabled or disabled at any time. When disabled, callers
cannot leave messages in any mailboxes. Callers can access Information
Mailboxes. When enabled, callers can access all mailboxes.

To assign the Voice Mail option:
1. Press [eawe ) B B) )
2, Enter  <the System Coordinator Mailbox and password combination>

3 Press ik

The display shows: i[ﬂdrv.in
| mE AR
(—
4 Press [4] : . -
The display shows: ﬁ[l_.h:-iu:.e Mailidl'>
| CHHG
| —] —

Note: Press CHHG to change the Y to an H
5. Press i

When the Voice Mail option is enabled, callers who try to reach an extension
that is busy or does not answer will be transferred to the extehsion’s mailbox.

When the Voice Mail option is disabled, callers hear the Automated Attendant
voice prompt. At any time, callers can press zero [0] to reach the operator.

Note: If the operator is not available, the Automated Attendant voice prompt
plays.

To end this StarTalk session, press [gis |
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ASSigning The default status for the General Delivery Mailbox is enabled. The General
the General Delivery Mailbox can be disabled or enabled as required by your company.

Dehvery To assign the General Delivery Mailbox:

Mailbox -
f. Press [fmwe ][] @) (5]
2. Enter <the System Coordinator Mailbox and password combination>
3. Press 0 k

The display shows: | Admin

Setting

up
StarTalk

4, Press [s]
The display shows: |{ Gern [Deliveraidy:
| CHHG

Note: Press CHHG to change the % to an H
5. Press Ik
When enabled, callers who reach the General Delivery Mailbox can leave a
message. When disabled, callers will hear the Automated Attendant voice

prompt. At any time, callers can press zero [0] to reach the operator. \

Note: If the operator is not available, the Automated Attendant voice prompt
plays.

To end this StarTalk session, press [Ris]
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Changing when StarTalk was first installed, the language of the StarTalk Automated
StarTalk's Attendant was set by the installer.

language Fchange the StarTalk language availability as well as the primary and
availability altemate languages:

1. Press [Featwre

2, Enter  <the System Coordinator Mailbox and password combination>
'Setting 3. Press OK . .
up The display shows: |{ Admin
StarTalk | MEDE AR aTHR |
4, Press [2] : S
The display shows: || Bilirngual: M ;
| CHHG HEXT

5, Press CHHG
Note: Pressing HHMG changes the Hto a Y When a % is shown,
pressing CHHG changes the % to an H

6. Press HEXT
The display shows: |[ Prim lan3d: end |

| CHMG /

1. Press CHHG to select the alternate language. In this example, English
is used as the primary language and is abbreviated as 23, The
alternate language can be either French, f'r-& or Spanish, =Fa.

Note: Pressing 0k returns the display to the Adm i i display prompt.
To end the StarTalk session press [Ris ]
When the StarTalk bilingual option is set to NO, there is no alternate language
capability, and all the Classes of Service are assigned the primary language

selected. This means, a caller who presses [s | when using the Automated
Attendant is told the command is not recognized.
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Introduction This section describes the tasks you need to perform to set up StarTalk
mailboxes. Setting up StarTalk mailboxes involves:

’ initializing the Special Mailboxes
registering Personal Mailboxes Setting,
recording Information Mailbox messages up

mailboxes

Registering Registering a mailbox adds a mailbox number on StarTalk. A Personal Mailbox
Personal c¢a be a User or Guest Mailbox. Each maibox must be assigned a Class of
; Service that determines the special features available.
Mailboxes

User Mailboxes
User Mailboxes can be assigned to each user who has an operating Norstar
extension. User Mailboxes store the messages for users who are unable to !
answer their telephone.

When you establish User Mailbox numbers, you should assign the same
number as the user's Norstar extension.

Guest Mailboxes

Guest Mailboxes are assigned to users who do not have an operating Norstar
extension. These mailboxes act just like the User Mailboxes, receiving and
storing messages.

When you establish Guest Mailboxes, you should assign mailbox numbers
beginning with the same number. For example, all Guest Mailboxes could start
with the number four. Assigning a leading digit helps you identify  the mailbox

type.
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Information
Mailboxes

Class
of
Service

Information Mailboxes relay important company or department messages.
Information Mailboxes do not have an operating extension. Information
Mailboxes should he established as needed. The number of Information
Mailboxes you assign is determined by requests from the users.

When you establish Information Mailboxes, we recommend you assign mailbox
numbers beginning with the same number. For example, all Information
Mailboxes could start with the number three. Assigning a first digit helps you
identify the mailbox type.

A mailbox cannot be added to StarTalk without a Class of Service. For a
summary of StarTalk Class of Service values, refer to Figure 6.1. Class of
service values cannot be customized for the StarTalk Mini. A Class of Service
outlines the special features of a mailbox. There are 8 Classes of Service that
specify:

Language prompts StarTalk is enabled with English and
French, or English and Spanish. When
this feature is designated as Y, Classes
of Service 1, 3, 5, and 7 reflect the
primary language, and Classes of
Service 2, 4, 6, and 8 reflect the
alternate language.

Maximum mailbox message time  This establishes the total message time
available to a mailbox. The maximum
message time is 20 minutes.

Maximum message length This establishes the maximum length of
an incoming message. The message
length ranges from two to seven
minutes.

Message retention period This establishes the amount of time
messages are saved in a mailbox. The
message retention period ranges from
seven days to indefinite.

Personal greeting This establishes whether a mailbox
owner is able to record personal primary
and alternate greetings.
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Greeting length This establishes the length of a re-
corded mailbox greeting. A mailbox
greeting length ranges from one to 10
minutes.

Group Lists This establishes whether a mailbox can
be assigned to a Group List.

Off-premise  Message Notification ~ This allows messages to be directed to
another Norstar extension, any
telephone number, or to a pager.

Retry interval This establishes the amount of time

between attempts to notify the recipient ng

of a new or urgent message. The retry

interval ranges from five to 30 minutes. Iboxes
Number of attempts This establishes the number of attempts

StarTalk will make to notify the recipient
of a new or urgent message. The
number of attempts-value ranges from
three to nine.

Mailbox Mailbox Overrides allow you to change the default for optional parameters. The
Overrides default for both optional parameters is YES. This can be changed at any time.

Include in Company Directory This includes the mailbox number, and
the mailbox owner’'s name in the
Company Directory.

Message Waiting Notification This establishes a message notification
for a mailbox owner with a “Message for
you" display prompt.
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Class of Service values: 1 2 3 4 5 6 7 8
Prompt  language P A P A P A P A
Max. mailbox message time (in minutes) | 15 15 15 15 5 5 20 20
Max. message length (in minutes) 3 3 7 7 3 3 2 2
Message retention period (in days) 30 30 0 7 7 15 15
Personal greeting Y Y Y Y \ Y Y Y
Greeting length (in minutes) 1 ! 1 | 10 10
Group Lists Y Y Y \ y \
Off-premise  Message Notification Y Y Y N N Y
Retry intervals (in minutes) 5 5 10 10 15 15 30 30
Number of attempts 3 3 5 5 7 7 9 9
Setting

up

) Figure 6.1 — Class of Service Summary
mailboxes

0 = indefinite retention
P = primary language
A = alternate language

Note: Class of Service numbers 2, 4, 6, and 8 are alternate language Classes
of Service. This means when you assign a mailbox with an even number Class
of Service, the mailbox uses the alternate language.
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Before Before you begin adding mailboxes, ensure you have completed the Mailbox

you register List on the StarTalk Mini Programming Record. When you register user
the mailboxes, we recommend using mailbox numbers that are the same as the

. extension numbers currently used in your company. For example, extension
mailboxes number 27 would have a mailbox number assigned as 27.
When you are registering Guest or Information Mailboxes, we recommend you
select a leading digit different than the User Mailboxes. This will help you
identify the mailbox type. For example, all Guest Mailboxes could have a
leading digit of four, and all Information Mailboxes could have a leading digit of
three.

When you are completing the Mailbox List, you need to determine:

Setting
Class of Service up.
Company Directory option mailboxes

’ Message Waiting Notification

The Company Directory option and Message Waiting Notification are not

included in a class of Service. When you are adding a mailbox, you can
override these options.

The Company Directory option defaults to YES. When the Company Directory’
option is NO, a mailbox owner's name is not included in the Company Directory,
nor can a mailbox owner be selected from the Company Directory. This means
the mailbox is not included in the Directory Report. Even though the Company
Directory name is not included, the mailbox owner must still record their name
when initializing a mailbox.

The Message Waiting Notification defaults to YES. This means StarTalk will
leave a “Message for you” notification on a Norstar telephone display. When
the Message Waiting Notification is changed to NO, StarTalk will not leave a
“Message for you” notification on a Norstar telephone display.

The Message Waiting Notification must be set to NO when you add Guest
Mailboxes. These mailboxes do not have an operating Norstar extension.

Note: StarTalk can store a maximum of 24 mailboxes including Special,
Personal and Information Mailboxes.
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Both Guest and Information Mailboxes can be included on your mailbox list.
The extension of a Guest and Information Mailbox appears as a blank on the
StarTalk Directory Report.

Figure 6.2 provides a sample Mailbox Number List, which also includes Guest
and Information Mailboxes.

Mailbox Number Extension Class Name Company Message
of Directory Waiting
Service Yes or No Yes or No
, Apple,B N Y
Setting 20 20 01 pp 0 es
up 01 H D Y Y
— | 2 21 arper, es es
22 22 03 Dias,M No Yes
23 23 02 Franco,M No Yes
24 24 01 Kosten,B Yes Yes
26 26 01 Tomes,N Yes Yes
40 01 Guest, A Yes No
30 08 Sales Information | Yes No

Figure 6.2 — Sample Mailbox Number List

Note: When adding Information Mailboxes, you should assign a Class of
Service that has the maximum message length. To accommodate an average
Information Mailbox recorded message, you should assign a Class of Service
1 between 3 and 4. These Classes of Service offer a message length of 7
¥ minutes.
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Adding Before you add StarTalk mailboxes, ensure your Mailbox Number List is
Personal prepared.
Mailboxes
To add a mailbox:

1. Press [feawe ][9] o] 9]

The display shows: l_._.g
{ QIIT

2. Enter  <the System Coordinator Mailbox and password combination>

3. Press 01k — Setting

The display shows:  {{ Admin up-
: e mailboxes

4, Press MEL ,
The display shows: [Mai lbox  Admin

5 Press AR

The display shows: | Mbicsc:
FETEY

6. Enter <the mailbox number>

Ext.:
| RETRY

The display shows:

7. Enter <the extension number>

The display shows: If =

D
2
[
[}
0
by}
o
w
i
H]
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8. Enter <a Class of Service from 1 to 8>

Hame:
'_RETEv Bk =P

9. Enter  <the mailbox owner last name and first name initial>

Important: This is a maximum 16 character field. To enter a name, you
must press the number on the dialpad associated with the letter you
want. The letters appear on the display in the order that they appear on
the dialpad button. To select the next letter on a button, press the button
again. To advance one space, press [+ ] To backspace, press EKSP
A comma must be entered to separate the last name from the first initial.
To enter a comma, press {# | [ ]

The display shows:

Setting
up

mailboxes 10.  Press 0k
The display shows:

( Directora?
YES H

11.  Press YE& or HO
This is a Directory Override. Pressing %E= means the mailbox owner's
name is always played in the Company Directory. Pressing M means
a mailbox owner's name does not appear in the Company Directory.

The display shows: (HE'E‘ waiting?

12. Press %E= or HO
This establishes whether or not a message notification appears on the
Norstar display. Pressing YE= means a “Message for you” notification
appears on the display. Pressing HZ means there is no display
notification of a message. When a Guest Mailbox is added, this should
be set to NO.

{ Mailbox Admin ;
L,HDD GEL CHHG

Repeat steps 5 through 12 to add another mailbox. To end this StarTalk

session, press

The display shows:
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How a Guest Guest Mailboxes can be used to provide a temporary employee with StarTalk
Mailbox senices, allow client access to internal messaging and  call routing, or they can

can be used be used to allow customers to make telephone orders.
Depending on your business, you might decide to use Guest Mailboxes for:

. personal catalogue shopping orders
listing classes or seminars and providing callers with the ability to register
by telephone
providing frequent customers access to StarTalk services

Guest Mailboxes can also he used for making customer reservations, and even
reserving a tee off time for a game of golf. How you decide to use a Guest

Mailbox is as limitless as your imagination. Setting
up
Setting up a Guest Mailbox for any of the above suggestions is easy. The mailboxes

following section shows you how to add a Guest Mailbox. The example shown
provides you with a suggestion of how to set up a Guest Mailbox for an
announcement and order taking capability.

When you are providing services that allow a customer to call into a mailbox,
you record the mailbox number in the Company Greeting. This allows a caller
to transfer directly to the mailbox.
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Example 1 - Announcing Courses and Seminars (Telephone Registration)

To use a Guest Mailbox to provide telephone registration, you first need to
determine a telephone number. The mailbox number you assign does not have
a working Norstar extension number. Next, you must determine what the
mailbox greeting will say. For example:

"This month we are pleased to provide the following courses: Jazz Dancing
made Easy, Intermediate Jazz Dancing, Warming Up for that Big Performance,
and Beginners' Ballet. If you are inferested in any of these courses, please
leave your name and telephone number after the fone. One of our instructors
will contact you with more information."

Setting

Note: You can even include the time and date the classes are being offered.

ooup This example is applicable to Guest Mailboxes being used with ordering
mailboxes capability.

After you have determined what the announcement will say, you must record a
company greeting to inform callers this mailbox is available. For example:

“Good Morning. This is On Your Toes Dance School. To reach the dance
studio, press 46. To register for our fall classes, press 28. To reach our
company operator, press 0.

Note: The extension number 46 in this example is an operating Norstar
extension. If this extension has a mailbox, it would be added in the same way
that a personal user mailbox is added. ‘
The last thing you must do is determine a Class of Service. When you assign a
Class of Service for a Guest Mailbox being used as an order mailbox, you

should choose one that allows for the maximum mailbox greeting recording and
message time available. In the example shown here, a mailbox Class of
Service between 7 and 8 would be appropriate. Refer to Class of Service
values in Figure 6.1, earlier in this section.
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Adding Guest Guest Mailboxes are added to StarTaik for mailbox owners who are using
Mailboxes  StarTalk services without an extension.

To add a Guest Mailbox:
1. Press (Feawwe ] [o] (8] [3]

The display shows: | Laa:
1 QUOIT RETRY

2. Enter <the System Coordinator Mailbox and password combination>

Setting
up

3. Press 0k
The display shows:

{ Admir
mailboxes

4, Press HMEQ:
The display shows: Clai lbhox  Admin
| ACo DEL

CHHG

5. Press HQ[
The display shows:

?FMbGK:
| RETRY

6. Enter <the Guest Mailbox number>

The display shows:
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6~ 12
7.
8.
9.
Setting
up
mailboxes
10.
11.
12.

Press [¢]
The display shows:

The display shows:

| Hame: _
__RETR?

i
L]

Enter  <the mailbox owner, last name first>

Important: This is a maximum 16 character field. To enter a name you
must press the number on the dialpad associated with the letter you
want. The letters appear on the display in the order that they appear on
the dialpad button. To select the next letter on a button, press the button
again. To advance one space, press [v ] To backspace, press BLSF
A comma must be entered after the last name. To enter a comma, press

[ )

Press 11 K . _
The display shows: Lirectora?
\ YE= HO
T
Press “ES or HO

This is a Directory Override. Pressing E= means the mailbox owner’s
name is always played in the Company Directory. Pressing M means
a mailbox owner’s name is not played in the Company Directory.

fﬂmig waltina? i
\ VES MO /

The display shows:

Press MO
The display shows:

Repeat steps 5 through 12 to add another Guest Mailbox. To end this StarTalk
session, press
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' nformation Mailboxes provide messages and announcements to callers.
Using Information Mailb provid g d ts to call
Information 'nformation Mailboxes are registered by the System Coordinator, and are either
Mailboxes Mantaned by you or a StarTalk user.

Information Mailboxes can be used to:

. announce sales
provide product lists
announce special events

Note: A caller is automatically disconnected after listening to an information
message. Information Mailbox Greetings can be recorded by you or by the user
assigned the Information Mailbox. Refer to the  StarTalk Mini Reference Guide RSt
for instructions about recording Information Greetings. For information about up

the CCR Information Mailbox, refer to Section 8: Setting up Custom Call mailboxes
Routing (CCR).

When you use the Information Mailbox feature, you must ensure the mailboxes
are accessible to callers. You can make outside callers aware of your compa-
ny’s Information Mailboxes by using the following methods:

. Advertise the Automated Attendant main number, and record a Company
Greeting informing the caller of all the Information Mailbox services. You
can also provide a list of your company's Information Mailboxes in
brochures and yellow pages advertising.

Recording all the Information Mailboxes in the Company Greeting is only
applicable with a small number of mailboxes, for example three or four.
If you record several mailboxes, callers might forget the mailbox  num-
, bers, and become frustrated when presented with all the other options.

. Assign the operator as the transfer point for all Information Mailbox
inquiries. In this case, you would record a statement in the Company
Greeting that indicates to callers about pressing zero to reach company
information. For example:

“Good Afternoon. This is On Your Toes Dance Studio. To reach our
studio, press 46. To listen to one of our special announcements, press
[0] to reach the operator”

When a caller presses zero, the operator provides a list of the different
Information Mailboxes, and transfers the caller accordingly.
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When the operator is not available, the Automated Attendant voice
prompt plays.

You can always select the mailbox option to include Information Mailboxes in
the Company Directory.

Important:  You must make the Information Mailboxes easy for a caller to find.
You can do this using your company's operator, or the StarTalk Company
Directory.

Adding Before you can add an Information Mailbox, you must determine an appropriate
Information Class of Service. The Class of Service must have adequate message length
up Mailboxes available to accommodate an information greeting. A Class of Service of 7 or 8
is appropriate for most Information Mailboxes. These Classes of Service
defaults allow 10 minutes for a recorded greeting.

Setting

¥,
mailboxes

To add an Information Mailbox:

1L Press [reawe ]3] (5]

The display shows: L3l :
{ BuIT RETR" k)

|| — L S—— | —

2. Enter  <the System Coordinator Mailbox and password combination>

3. Press OK

The display shows: {Admin \
\ (B OTHR

4, Press MEOX
The display shows: |{ Mailbax  Admin
| ACD LEL CHHG

5 Press [1]
The display shows: |f Infa mbos admin
| ADD LEL CHHG

ey

StarTalk Mini Set Up and Operation Guide



telemanuals.com
Section 6: Setting up mailboxes 6 ~ 15

6. Press RO
7. Enter  <the Information Mailbox number>

8. Enter <a Class of Service from 1 to 8>

The display shows: (Hame: _
RETRY

BESP

9. Enter  <the mailbox name>
Important: This is a maximum 16 character field. To enter a name you
must press the number on the dialpad associated with the letter you ‘
want. The letters appear on the display in the order that they appear on Setting
the dialpad button. To select the next letter on a button, press the button
again. To advance one space, press To backspace, press BKSF LS

10.  Press 0k
The display shows: | Directaora?
(E' H

Vo G

11, Press WES or HO
This is a Directory Override. Pressing YE% means the Information
Mailbox is always played in the Company Directory.  Pressing HO
means the Information Mailbox name is not played in the Company
Directory.

You must repeat steps 6 through 11 to add each Information Mailbox.

To end the StarTalk session, press
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Special There are two Special Mailboxes that you use as System Coordinator:

Mailboxes

General Delivery Mailbox number 10
System Coordinator Mailbox number 12

Note: When the DN length is 2 and the leading digit is 1, the Special Mailboxes
default to 20 and 22. For more information about the StarTalk default values,
refer to Appendix B.

All the Special Mailboxes are protected by a password that you establish. The
password for each mailbox is determined when you initialize the mailbox with

StarTalk. For more information about mailbox passwords, refer to About the

passwords, later in this section.

The General Delivery Mailbox defaults to Class of Service 1. The System
Coordinator Mailbox defaults to a Class of Service 7. The Class of Service can
be changed at any time. Refer to Section 10, Changing a mailbox Class of
Service.

General Delivery

The General Delivery Mailbox is used to store messages from callers when the
operator is not available, when Personal Mailboxes are full, or from callers
using a rotary dial telephone. The General Delivery Mailbox has a default
greeting, but you can replace this greeting with one you record. Refer to
Recording a Special Mailbox Greeting, later in this section.

Messages left in the General Delivery Mailbox must be forwarded to the
appropriate StarTalk mailbox. Only the System Coordinator, receptionist, or
designated operator can access the messages in the General Delivery Mai[box.

Note: We recommend assigning the StarTalk designated operator the General
Delivery Mailbox number. Refer to Setting up the operator's mailbox, later in
this section.

The General Delivery Mailbox can be disabled if your —company does not require
the service of this Special Mailbox. For more information, refer to Section 5,
Assigning the General Delivery Mailbox.
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System Coordinator Mailbox %
The System Coordinator Mailbox is used as your own Personal Mailbox. This is

the only mailbox that is able to send Broadcast Messages. Only the System

Coordinator is able to access the System Coordinator Mailbox. Ensure that you

listen to messages sent to you in the System Coordinator Mailbox.

The Special Mailboxes must be initialized before they can be used by your co-
workers. Refer to Section 6, Initializing the Special Mailboxes.

Note: The mailbox numbers used here for the Special Mailboxes are the

StarTalk default mailbox numbers based on a two-digit DN length. The mailbox

number length is determined in the initial StarTalk set up. Mailbox numbers can

range from two to seven digits. For more information about the StarTalk

defaults, refer to Appendix B. Setting

up

mailboxes
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Initializing
the Special
Mailboxes

About the
passwords

Before the System Coordinator Mailbox or any StarTalk Personal Mailbox can
be used, it is necessary to initialize the mailbox. Initializing a mailbox involves:

' changing the default password

' recording the mailbox name in the Company Directory
recording a mailbox greeting
selecting a mailbox greeting

A Personal Mailbox cannot receive messages until it is initialized. All the
Special Mailboxes must have the default password changed and the name of
the mailbox recorded in the Company Directory. Ensure you write down and
keep the passwords for the Special Mailboxes in a safe place.

The General Delivery Mailbox can receive messages before it is initialized. You
must initialize this mailbox before you can retrieve any messages from it.

Note: The steps for initializing Special Mailboxes and Personal Mailboxes are
the same.

A mailbox is only initialized once. After a mailbox is initialized, the mailbox
owner can change the password and re-record the Company Directory name
using the Mailbox Administration options in the mailbox. For more information
refer to the StarTalk Mini Reference Guide, Mailbox options.

Each mailbox registered with StarTalk is protected by a password that is .
established by the mailbox owner. When you add a mailbox to StarTalk, the
password 0000 is automatically assigned. This is called the default password.

To use a mailbox, a mailbox owner must change the default password. The
new password must be between four and eight digits in length.

Note: A mailbox password cannot start with zero, and must be no longer than
eight digits.

If a mailbox owner cannot remember their password, you can reset the mailbox
password to the default password 0000. Refer to Section 10, Resetting a
mailbox password.
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Recording the The Company Directory stores a list of mailbox owners in your company,
mailbox in the Before a mailbox can receive messages, the mailbox owner’s name must be
Company recorded in the Company Directory. Whether or not a mailbox appears in the
Directory  Directory is determined by the Company Directory override established by the
System Coordinator,

Before You Before you begin to initialize the Special Mailboxes, prepare the passwords that
begin you will use to open the mailboxes. Remember, the passwords must be
between four and eight digits in length and cannot start with zero (0). Ensure
that you write down and keep the password for each Special Mailbox in a safe
place. The General Delivery Mailbox password should be provided to your
receptionist or designated operator.

Setting
up

To initialize the Special, Information, or Personal Mailboxes: mailboxes

1. Press  [Feawe | o] 3]

-
The display shows: Lova:
Lo RETR oK

Note: Unless you have assigned an extension to the Special Mailboxes,
the L3: display prompt always appears. If the F=wd: prompt
appears, press OTHR

2, Enter  <the mailbox number and the default password 0000>

3. Press OK
The display shows:

4, Enter <the new password>
Note: The password must be between four and eight digits long. A
password cannot start with zero (0).

5. Press 0
The display shows:
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6. Press YE= i
The display shows: '[Mu-z.t. record nane

1. The display changes to:

'(F:ec. ard Famel ]

8. At the sound of the tone, record your name.
When recording a mailbox name in the Company Directory, you should
also include the extension number. Remember to speak slowly and

o up clearly, at a pace that is easy to understand.
mailboxes

Setting

9. Press 0k to end the recording.

The display shows: Accert name?
\ FETRY  FLAY QK.

10 To accept the recording, press ok
Note: If the recording is not acceptable, press RETEY  You are
returned to the Rec.ord name display where you can re-record the
Company Directory name.

When you have completed recording the Company Directory name, you are
returned to thé mailbox’s administration display prompt. You are now ready to
record the mailbox greeting.

You must repeat steps 1through 10 to initialize each Special Mailbox.
To end this StarTalk session, press

&
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Recording a You must record a greeting for each Special Mailbox. This greeting is  played to
Special callers who choose to leave a message in the Special Mailboxes.

Mailbox

i Your greetings should describe which mailbox has been reached and instruct
Greeting

callers on leaving messages. For example, you might record your General
Delivery Mailbox greeting to say:

‘Hello.  You have reached Bridge Stone’s General Delivery Mailbox. At the
sound of fhe tone, please leave the name of the person you are calling and your
message. Your message Will be returned as soon as possible. "

Before you record the Special Mailbox Greetings, prepare a greeting for each
mailbox. Include the Special Mailbox name in your greeting. Remember to

speak clearly, at a pace that is easy to understand. Setting
up
To record a Special Mailhox Greeting: mailboxes

L Press (Feawwe | (8] (8] [1]

ixLog:
LT

The display shows:

Note: Unless you have assigned an extension to the Special Mailboxes,
the L=a: display prompt always appears. If the Fszwd: prompt
appears, press QOTHE

L. Enter  <the Special Mailbox number and password>
J. Press 1k
The display shows: || & rizw @ zaved
\ FLAY REC

4, Press ADHIH
The display shows: |f Mailbos admin
| GREET FShiD QUIT
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5. Press GREET T ——
The display shows: (WEPeeting oRtions

, 6.  Press RECORD @ e

The display shows: { Grestina:
{ FRIME HLT }

. P— 1 —1 —

7 Press FFIME
Note: The primary greeting is represented by FRIME The alternate

. greeting is represented by ALT
Setting

up 8. The display shows: .[Hn:-t- recorded )

mailboxes

The display changes to show:

{Record new? \
VES HO QUIT :

9. Press NES e R
The display shows: "’(F:e-:.u:ur-d Areet. 113

10.  Atthe tone, record your greeting.

x\
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11.  Press 0K to end your recording.

{ Accert dreeti na?
FLAY

The display shows:

i

12.  Press QFk to accept the greeting.
If for some reason you are not satisfied with this greeting, press RETEY
and re-record the greeting.

For each Special Mailbox Greeting, follow steps 1 through 12. To end this
StarTalk session, press (Ais ]

Setting

Note: After the primary and alternate greetings are recorded, you must select a
greeting to play. Refer to the next section, Selecting a Special Mailbox up
Greeting. If you do not select a greeting to play, the primary greeting plays mailboxes
automatically.
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Selecting a For a primary or alternate greeting to play, you must select a greeting. If you do
Special Mailbox not choose a greeting, the primary greeting will automatically play. If you
Greeting choose the alternate greeting, remember to change back to the primary greeting
at the appropriate time.

To choose a primary-or alternate greeting:

& 1. Press  [Feature (9] (1)

The display shows: [ Lo3:
T RETRY ok

Setting

Note: Unless you have assigned an extension to the Special Mailboxes,
up the Lod: display prompt always appears. If the Psuwd: prompt

mailboxes appears, press OTHE
2. Enter <the Special Mailbox number and password>
3. Press ik S
The display shows: | & riew A saved
\ LAY RELC ACMIH
1 i p— ] —

4, Press ROMIH S
The display shows: i Mailbox admin
GREET Pl

i S—

5. Press GREET s

The display shows: | Greetind ortions
\ RECORE  CHOOSE

6. Press CHOOSE
The display shows:
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1. Select the greeting you want played.
Note: If you select a greeting that is not yet recorded, you are trans-
ferred back to the Greeting option display to record the greeting.

To end this StarTalk session, press (Ris ]

The Special Mailbox Greetings are now selected and will play each time a caller
reaches a Special Mailbox. If you have selected an alternate mailbox greeting
for a Special Mailbox, remember to select the primary greeting when the
situation changes.

Note: The procedure for selecting a Personal Mailbox Greeting is the same as
for selecting a Special Mailbox Greeting.

Setting
up

mailboxes
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Setting UP When the operator is not available, all calls that request the operator are
the transferred to the General Delivery Mailbox. Your company’s designated

, StarTalk operator should be assigned the General Delivery Mailbox number.
operator S

mailbox To change the mailbox extension:

1, Press Fea,ture— @ {éﬂ @

CeevErirTI ey

The display shows: Lag:
! QUTIT RETRY

2. Enter  <the System Coordinator Mailbox and password combination>

Setting
o 3.  Press OK
mailboxes The display shows:  |{ Admirn \
{ MBI AHH OTHE /
S [} e ¢ p—1
4, Press MELD:= - -
The display shows:  |{ Mailbox  Admin '
| ADD
[ — o—
5. Press CHHG e ———
The display shows:  |{ Mo
CIR .
P
6. Enter <the General Delivery Mailbox number>-

The display shows: Faszuord
| RES HEXT )

1. Press HEXT
The display shows:
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8. Press CHHI
The display shows:

9, Enter  <«the designated operator's extension number>
The display changes to show:

Extl él .
\ CHHG

Note: The extension number shown in step 9 is only an example. The _
extension number that you enter can be any operating extension number Setting
on your Norstar Business Communication System. up

mailboxes

To end this StarTalk session, press [Ris |
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Setting

up
mailboxes

StarTalk Mini Set Up and Operation Guide


Brandon Hunt



telemanuals.com

7 -1

Setting the StarTalk status 7

Introduction Setting the operator status determines if your company’s receptionist or
designated operator is available to take calls. This section describes how to:

. sign ON and OFF your receptionist or designated operator
change the operator password
set your Company’s Business Hours
change the Business Status Setting the
| enable StarTalk Line Answering StarTalk
change the receptionist or designated operator’s extension status
set the return to Automated Attendant Status

Attendant The Attendant Sign ON/OFF Feature determines whether an operator is
Sig n available. Each day, the receptionist or designated StarTalk operator must sign

on in the morning, and sign off in the evening. .
ON/OFF

When your company receptionist or designated operator is available, the
attendant status must be set to YES. When your company receptionist or
designated operator goes for lunch, coffee breaks or leaves in the afternoon, the
attendant status must be set to NO.

When the attendant status is set to NO, any caller who requests an operator is
informed the operator is not available, and is transferred to the options menu to
dial another extension, or leave a message.
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Setting the Setting the operator status determines if your company receptionist or desig-
operator nated operator is available. The operator status should be set to YES when an
operator is available. To set the operator status:

status

1. Press ([Feature (9]

2 Enter ) [) ) (7] E) B E) () (OPERATOR)
Note: This is the default operator password. To change the operator
password, refer to Changing the operator password, later in this
section.

3. Press 0k
The display shows:

Setting the
StarTalk 4, Press LCHHG

Note: Pressing CHHG changes the Hto a . When your company
receptionist or designated operator is available, the operator status
should be set to %*. When an operator is not available, the operator
status should be set to H.

status
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Changing the The operator password can be changed at any time.

operator
password To change the operator password:

1. Press [reawe ]3] (8] [2]
2. Enter 6] [7] [3) /) ) @] () [J (OPERATOR)

Note: This is the default operator password.

3. Press [ K
4 Press (7]
The display shows: |[ F=wd:
| RETRY
Setting the
5. Enter  <the new operator password> g

StarTalk
Note: A valid password is between four and eight digits. The operator 8

password cannot begin with a zero (0).

status

6. Press 1k

To end this StarTalk session, press
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Resetting A forgotten operator password cannot be recovered. The password must be
the operator reset to the default password OPERATOR.

assword
P To reset the operator password:

1. Press [Feawre

2. Press [7]

2. Enter 7] () (] () k) 6)E)E]E] O] BB
(RESETOPERPSWD)

4 Press OK
The display shows:

Setting the
StarTalk

status 5. Press YES

The operator password will reset to OPERATOR.

This StarTalk session ends automatically.

#r
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Changing The Business Status corresponds to when you open your business in the
the morning and when you close your business in the afternoon. StarTalk uses the
} Business Status to determine when the Non-business Hours Greeting is played.
Business
Status StarTalk's internal clock automatically regulates which greetings are played,
For example, if you come into your company at 8:00 a.m., you would set the
Business Status to YES. After the business is open, the Morning Greeting is
played. The Afternoon Greeting automatically plays after 12:00 p.m.

When your business closes, you must set the Business Status to NO. When the
Business Status is set to NO, the Non-business Hours Greeting is played.

Table 7.1 summarizes the default greeting times. For more information about
greeting times, refer to Setting your company's Business Hours, later in this

section.
Morning 12:00 am. o 1200 (noon) Sett
» S tting th
Afternoon 12:00 p.m.- to 06:00 p.m, : . StarTg!k e
Evening 06:00 p.m, to 12:00 (midnight) ' | [BAHR
Non-business Plays when Business Status is set to NO

Table 7.1 - Greeting Time Summary

Note: The Evening Greeting plays automatically after 6:00 p.m. and continues
to play until you change the Business Status to NO. When the Business Status

is set to NO, your Non-business Hours Greeting plays.
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Setting the The Business Status corresponds to when your business is open or closed.
Business When the Business Status is set to NO, the Non-business Hours Greeting

Status Plays.

Instruct your company’s receptionist, or designated operator, to change the
Business Status in the morning when your company opens, and again in the
evening when your company closes for the day.

To set the Business Status:

L. Press Feawfo ] [o} []

2. Enter  <the operator password>
Note: The default password is g q g9 (g
(OPERATOR)
Setting the
StarTalk 3, Press 0k . N
status The display shows: :(Fltdt- avails

1 CHHG
& —— )

4, Press HEXT
The display shows:

5. Press CHHG
Note: This changes the t-l to a '

To end this StarTalk session, press i |

&
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Setting your Setting the Business Hours determines when each greeting is played. Business
company’s Hours are divided into four categories, Morning, Afternoon, Evening, and Non-

Business business.

Hours To set the Business Hours:

L Press [reawe [lo]) ] [)

2. Enter <the operator password>
Note: The default password is (s ] 7] 6]
(OPERATOR)

3. Press ok

TAtdt augil: v

The display shows: |
| CHMG

HERT

Setting the
StarTalk

4, Press  HEXT until the display shows: status

P -
Mornindi< 12088 gm0 ‘
| CHHG EXT )

2
b, Press CHHG
6. Enter  <the Morning start time>
The display shows: /Ent.er' bk ¢ i
| RETRY

Note: This is a four-digit field. Any single-digit hour must be preceded
by a zero (0).

1. Press AM T —
The display shows: | <2:99 am>
| RETRY
8. Press 0k

( Afthoon: < 12:88 pm>
| CHHG HEX

The display shows:

©
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% 9, Press CHHG

10.  Enter <the Afternoon start time>

The d|3p|ay shows: ( Enter hhmmr< 1281

| RETEY HM F
11. Press PHM e
The display shows: |[ <1Z:@1 Fm>
E:__F:ETF:'-.’ i

12. Press fk

The display shows: é(E'...-er-«ir--'a: JREIAR PR j
Setiing the S T
StarTalk S S T— | S——

status

13. Press CHHiG

14, Enter  <the Evening start time>

The display shows: Enter hhmmi <8438
1 RETEY. A FM ‘

15. Press FH
The display shows:

Note: The Evening start time must be p.m.

16. Press ng

This StarTalk session ends automatically.
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Assigning  StarTalk can answer all your company lines included in line configuration.
StarTalk Line When Line Answering is enabled, StarTalk answers all incoming calls and
Answerin g presents each caller with the Company Greeting and Automated Attendant
menu options. You can designate whether or not StarTalk answers your
company lines. When Line Answering is disabled, StarTalk will not answer
incoming calls; all incoming calls must be answered and routed by your
company receptionist.

Note: For more information about line configuration, refer to Section 5,
Configuringthelines.

To assign Line Answering:

1. Press  [Feawe ][9] 8] [2]

2. Enter <the operator password>

Setting the
Note: The default password is (6] 7] 3] 7] { ) StarTalk
(OPERATOR) status
3. Press 0k —
The display shows: ( Atdt auwail:

4, Press HE®T
The display shows: | 12
| CHHG

5. Press HEXT
The display shows:

[ Answer lines?Y

| CHHG

Note: Pressing CHHG changes the ' to an M. When answer lines is set
to H, the display shows: [izablin3... When answer lines is set to
', the display shows: Enatil ind. . .

To end this StarTalk session, press
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Changing Whenever a user requests to speak to your company receptionist, or designated
the operator, StarTalk puts the request through to the operator's extension. For

example, if StarTalk Mini is operating on a two-digit Norstar DN length, this
operator extension number is 21. You can change the receptionist or designated

default operator extension.

extension Note: Requesting to speak to your company receptionist or designated

operator is available when the Automated Attendant voice prompt announces
the option, and the Attendant availability is set to YES.
To change the operator default extension:
1 Press [fFeawre | [o] [8] 2]
2. Enter <the operator password>

Setting the Note: The default password is {5 ]{7 ] (3] q 69

StarTalk (OPERATOR)
status
3. Press 0k
The display shows: Ht.odt awail: Y
[ CHHG

4, Press HEXT until the display shows:

( Atdt.: Cnone s .
| CHHG HEXT ) .

5. Press [CHHG

The display shows: (Bt
o | RETRY OUIT )
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6. Enter  <the operator extension number>
Note: This extension number must be the same digit length as the
Norstar DN length.

To end this StarTalk session, press {ris |

The display automatically returns to the Norstar Date and Time. Any user
requesting an operator is transferred to the new extension.

Important: Whenever the operator's extension number is changed, you must
change the extension number of the General Delivery Mailbox to the new
extension number of the operator.

Setting the
StarTak

status
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Changing The Automated Attendant menu prompt plays after the Company Greeting, and
the also after a caller leaves a message in a mailbox. The Automated Attendant
menu prompt provides a caller with a list of options such as entering a mailbox
Automated number, accessing the Company Directory, or reaching the operator. You can

turn the default Automated Attendant menu prompt off at any time, and record a
Attendant customized menu prompt for your company.

status
When the Return to Automated Attendant prompt is set to NO, the caller is not
provided with any more options after leaving a message. Instead, after hearing
the voice prompt “Message delivered”, the caller hears the voice prompt “Exiting
the system, Goodbye”, and the StarTalk session ends.
You might want to disable the Automated Attendant prompt to prevent callers
from establishing lengthy StarTalk sessions. You might also want to set the
Automated Attendant prompt to NO if you are using Norstar Centrex software.
For details, refer to Appendix A: StarTalk/Norstar feature compatibility.
Setting the
-3
. StarTalk To change the Automated Attendant menu prompt status:
status
L Press [Feawre ] (0] [e][a]
2. Enter  <the System Coordinator Mailbox and password combination>
3. Press ot i A
The display shows: |{ Hdriir
i MBEQH HH
| i —
4, Press HH S — "

The display shows: {{ Auto Atdt Admin \
\ GETG THELE LIMEZ )

e

5. Press GRETH R ——
The display shows: ?(Eir‘-eet.ing admin
i\QRTG
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6. Press AA
The display shows:

{ Return bo AARDY
HEXT

7. Press CHHG
Note: Changing the ‘' to an H prevents the caller from returning to the
Automated Attendant menu prompt after leaving a message.

To end this StarTalk session, press

Setting the
StarTalk

status
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Recording
the
Customized
Automated
Attendant
menu
prompt

The Automated Attendant menu prompt plays after the Company Greeting, and
when a user accesses the Automated Attendant after completing a StarTalk
session. When you set the Automated Attendant menu prompt to NO, you must
record a Customized Automated Attendant menu prompt to repiabe the
prerecorded option list.

Note: The Automated Attendant menu prompt tells the caller: “Using the
dialpad, please enter the extension you wish to call. To use the directory, press
#. To leave a message, press *. To reach an operator, press 0." You can
record a Custoinized Automated Attendant menu prompt to include Company
Greeting information as well as any information unique to your company.

Your Customized Automated Attendant menu prompt uses greetings 9 and 10.
If greetings 9 and 10 are recorded as Company-Greetings, StarTalk erases the
greetings, and allows you to record your Customized Automated Attendant
menu prompts. Greeting 9 becomes the alternate greeting, and greeting 10
becomes the primary greeting. These new greetings must provide the caller
with a list of options, such as choosing the alternate language, accessing the
Company Directory, or reaching an operator.

Note: When you have Customized Automated Attendant menu prompts
recorded, and you try to record greeting 9 or 10, StarTalk tells you this is an
invalid greeting.

To record the Customized Automated Attendant menu prompt:

[Feawre _J o] [5) [3] x

The display shows: (Lc@:

1. Press

2. Enter <the System Coordinator Mailbox and password combination>

3. Press OK
The display shows:

Hoadmin

4. Press HA
The display shows:

{ Auta Atdt Admin

| GRTG TRELE  LIMES

P
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{ Greetind admin
| GRTHG

5. Press GETG
The display shows:

. Press HA

1. Press HE&T -
The display shows: ;(HFI meny Fromnph iy

Note: When an H appears and you no longer want to use the Custom-
ized Automated Attendant menu prompt, press CHHG to return to the
default Automated Attendant menu prompt.

B, Press CHHG
The display shows: Fromet?
\ FRIME

Setting the
StarTalk

status

Note: To record the alternate prompt, press HLT

g, Press FEIME
The display shows:

Fromeb: Frima

| FLAY REC

BUIT

Note: To record the alternate prompt, press and follow the
instructions that appear on the display.

10.  Press FEL At the tone, record your prompt.
When recording your prompt, be sure to include instructions such as,
press to reach an operator, press (3 ] to choose the alternate
language, and press (# ] to access the Company Directory. Remember
to speak slowly and clearly, at a pace that is easy to understand.

11. Press 0k
The display changes tO show:

fvﬂccept Fromet?
{ RETEY FLAY
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12, To accept the recording, press Mk
Note: If the recording is not acceptable, press RETRY You are returned
to the Fec.cnd prompt display where you can re-record the prompt.

Important: Recording the Customized Automated Attendant menu
prompt overrides a previously recorded version of greeting 9 as the
alternate greeting, or greeting 10 as the primary greeting. Changing the
Automated Attendant menu prompt status to ' enables you to record and
assign greetings 9 and 10 through the Greeting Table.

To end this StarTalk session, press {Ris |

Setting the
StarTalk

status

StarTalk Mini Set Up and Operation Guide



Setting up Custom Call
Routing (CCR) 8

Introduction This section describes the tasks you perform to set up a Custom Call Routing
Tree on a hilingual StarTalk system. Building a CCR Tree involves:

’ recording the Home Menu prompt
recording prompts
adding an Information Message
recording Information Messages
assigning the Destination type

! adding a Transfer Point

' assigning an extension number Setting
adding a Leave Message Point up
saving a CCR Tree CCR

' enabling a CCR Tree
testing a CCR Tree

Before you can begin to build the CCR Tree, you must determine how to design
your Tree. Refer to Section 4: Preparing to set up Custom Call Routing
(CCR) and the StarTalk Mini Programming Record. '

Important: To set up CCR in your company, you require a Norstar M7310 or
M7324 two-line display telephone. You cannot set up CCR from a Norstar
M7100 or M7208 single-line display telephone.

Before Before you begin the CCR set up, ensure you have:

you start Read Section 4: Preparing to set up Custom Call Routing (CCR)

' Completed the StarTalk Mini Programming Record
An M7310 or M7324 two-line display telephone
An RS-232 terminal (Optional)
An RS-232 printer (Optional)
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Building To build a CCR Tree, you must record the Home Menu prompt or Home
a Tree Information prompt.

You can also choose from the following:

J add an Information Message
record the Information Point messages
assign the Destination type
add a Transfer Point

assign the extension number
add a Leave Message Point

assign the mailbox number

After these steps are completed, you must save the Tree. A CCR Tree must be
saved hefore it can be enabled.

Important: When you start building a CCR Tree, you can save the Tree at any
time. If you end the CCR session at any point before you save the Tree, the
Setting Tree is automatically saved as Tree 5. A Tree must be saved when all steps
up are completed. All steps must be completed before a Tree can be put into
CCR service. For more information about Tree 5, refer to Section 9, Accessing the
Workspace.

Caution: After you have recorded voice prompts and messages, Do not

replace the handset. If you want to use the Handsfree feature, remember to
press the Handsfree button before replacing the handset.
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o A o TR PR —

Recording To record the Home Menu voice prompt:

the Home P,
Menu Vvoice 1, Press [ Feature ] [”] [”] ﬁ ]
prompt The display shows:  |[ L3
| WUIT RETRY oK

2. Enter <the System Coordinator Mailbox and password combination>

3. Press QK
The display shows: |[ Hdmin
| MBI AR

4, Press [THF
The display shows:

:':h Admin
GLIST CCE

| "CCR Admin
, ACHIH

Setting
up

5, Press CLCE
The display shows:

CCR

6. Press  HOMIH
The display shows:

1. Enter <1>

8. Press g
The display shows: [{ Hew tree: <1>
BUILD

9. Press ELIILO
The display shows:

Note: When Home-Meru appears, pressing OTHR changes the
display to show Homes | nf'o,
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10. Press REC
The display shows: el Pl Promehl

0K - j|

.

At the tone, record your primary language Home Menu voice prompt.

11.  Press OK to end the recording.

The display shows: ( Accert Framet? N
FETEY FLAY DIk .

Note: Press FLAY to replay your recording.

12. Press OK to accept the recording.

The display shows: ?:(F-TE"Z- alt Fromet? ]
I'l"E'.'_'—- r |:|

13.  Press HO
The display shows:

Note: If you want to record an alternate language Home Menu voice
prompt, press YES and follow the instructions that appear on the
display. To save the Tree press EMI+ For information about saving a
Tree, refer to Saving a CCR Tree, later in this section.

This completes recording the primary and alternate language Home Menu voice
prompts. You are now ready to add either an Information Message, a Leave
Message Point, or a Transfer Point. For more information about designing a
Tree, refer to Section 4: Preparing to set up Custom Call Routing (CCR).
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Adding an The Information Message provides a caller with single-digit access to a
Information Message describing goods or services available from your company. To add an
Message Information Message, begin from this display:

Path:
| RETRY EH: Ok

L. Enter <the Path number>

2. Press 0 K
The display shows:

RS Eas i Nas e s sutuastravasattaasstannttiunnsassasyraszvanaay

Note: The  shown in step 2 represents the Path number.

3. Press | HFO
The display shows:

(Frimars mnezzade 3 Setting
\ REC / s

CCR

4, Press REC
The display shows:

F- = B 1 Mess.gde;

| RETRY  PAUSE 0K

At the tone, record your primary language Information Message.
To temporarily stop your message, press FAUSE or

To continue recording your message, press COMT or

To re-record your message, press RETEY

5. Press OK to end the recording.

( Accert. mess:

The display shows: Sz
\ RETRY FLAY K
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6. Press 0Ok to accept the recording.

The display shows: ec alt messa

| vES M

>y

1. Press HQ
The display shows:

{ Deztination:
HOME DIsC

Note: If you want to record an Information Message in the alternate

language, press YE= and follow the instructions that appear on the
display.

This completes recording the primary and alternate language Information
Messages. You are now ready to assign the Destination type. For more

information about designing a Tree, refer to Section 4: Preparing to set up
Custom Call Routing (CCR).
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Assigning the The Destination type determines where the caller is transferred after listening to
Destination an Information Message or leaving a message in a mailbox. The two destina-
type tion choices are:

' the Home Menu
to disconnect the call

To assign the Destination type:
8. Press HOME to return the caller to the Home Menu.

Note: Pressing [*I SC disconnects the call.

( Fath:
RETRY  END

| — ] —

The display shows:

Note: To save the Tree press EML* For information about saving a
Tree refer to Saving a CCR Tree, later in this section. Setting
up
This completes assigning the Destination. You are now ready to add either an  [Eo{®3}
Information Message, a Leave Message Point, or a Transfer Point. For more
information about designing a Tree, refer to Section 4. Preparing to set up
Custom Call Routing (CCR).
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Adding a A Transfer Point is where the caller is transferred to an extension. You add a
Transfer Transfer Point by giving it a Path number and assigning an extension. To add a

Point

Transfer Point; begin from this display:

EMD Cik

" Paths
| RETRY

1 Enter <the Path number>

2, Press OK

The display shows:

Note: The i shown in step 2 represents the Path number.

3, Press OTHR

The display shows:

LLMEG

(THFER

ERASE )

4, Press «FER

The display shows:

Euxt: |
| RETREY

Ok

b, Enter <the extension number>

Note: The display returns to the Fat.h: prompt. Press EHD to save
the Tree. For information about saving a Tree, refer to Saving a CCR

Tree, later in this section.

This completes adding a Transfer Point. You are now ready to add either an
Information Message, a Leave Message Point, or a Transfer Point. For more
information about designing a tree, refer to Section 4: Preparing to set up

Custom Call Routing (CCR).
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Adding a The Leave Message Point is where the caller is forwarded to a mailbox to leave
Leave @ message. You create a Leave Message Point by giving it a Path number and-.

I\/Iessage assigning a mailbox number.

Point Important: Ensure the mailbox is initialized before assigning the mailbox

number to a CCR Tree.

To add a Leave Message Point, begin from this display:

{ Fath: 3
| RETRY  EHD ok

L Enter <the path number>

2. Press ok

The display shows: f‘('{ M

Setting
up

3. Press OTHR A CCR

The display shows: T
\ WFER LUM=G  ERRSE )

4. Press LUMSG —
The display shows: [Mbc-:-:::

' Note: To access the Company Directory, press DIE
To erase your entry and re-enter, press

5, Enter <the mailbox number>

The display shows: |{ Deztination:
HOM DISC

This completes assigning the mailbox number. You are now ready to assign
the Destination. For more information about designing a Tree, refer to
Section 4. Preparing to set up Custom Call Routing (CCR).
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Assigning the The Destination type determines where the caller is transferred after listening to
Destination an Information Message or leaving a message in a mailbox. The two Destina-
type tion choices are the Home Menu or to disconnect the call. To assign the
Destination type:

6. Press HIME to return the caller to the Home Menu.

Note: Pressing DISC disconnects the call.

The display shows: ( Fath: '
RETREY

Note: To save the Tree, press EHL:

This completes assigning the Destination type. You are now ready to save the
Custom Call Routing Tree. For more information about saving a Tree, refer to
\ Saving a CCR Tree, later in this'section.
Setting

up

CCR
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Saving a You must save the CCR Tree before it can be enabled.

CCR Tree
To save a CCR Tree, begin from this display:

T

Fabh.
{ RETRY

1 Press EHD
The display shows:

RUIT

2. Press =ZAUE
The display shows:

3 Press YE=
The display shows:

Setting
up
CCR

This completes saving the CCR Tree. You are now ready to enable the CCR
Tree.
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Enabling a Before incoming callers can access a CCR Tree, you must:
CCR Tree

assign the lines to the Greeting Table
assign the Tree to the Greeting Table

Note: For more information about the Greeting Table, refer to Section 5 in this
guide:

To assign a Tree to a Greeting Table:

1. Press [Feawre ][9] [8 ] [3]
The display shows: |( Loa:
{ GUIT RETRY QK
(| — 1 —n" —
2. Enter ~ <the System Coordinator mailbox and password combination>
3, Press 0 K
The display shows: Adrin
| HEDS AR
| e | S
4. Press AA I

The display shows: | Autc Atdt Admin
| GRTG  TREBLE

5. Press THELE -
The display shows:

6. Press HEXT until the display shows:

(CCR tree: <13
| EHRELE oK
i T s S|
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7. Press EHAEBLE

8. Press [k -
The display shows: |

Aut.o Atdt Admin
GRTG THELE LIMHES

This completes assigning the Greeting Table, and enabling the CCR Tree,

To end this CCR session, press (ris |

Testing a After the CCR Tree is buit, saved, and enabled, you can test the Tree to ensure
CCR Tree it is working properly. Verify the Tree by calling the company number and

routing yourself along each Tree Path. Options to verify also include:

' the Home Menu routes the call as designed

’ each transfer routes the caller to the intended extension or mailbox Setting

' each message provides the correct information up
messages are courteous and easy to understand CCR

This completes the steps required to put the CCR Tree into service.
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Setting
up

CCR

.
i
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Introduction You can make changes to the Custom Call Routing Tree at any time. This
section describes what types of changes can be made, and how to make them.

Changing a CCR Tree includes:

. disabling a Tree
accessing the Workspace
deleting a Tree
erasing a Path
adding a Point
changing an Information Message
! changing the transfer extension
changing a Leave Message Point
changing the Destination type

Note: After you have recorded voice prompts and messages, Do not replace
the handset. If you want to use the Handsfree feature, remember to press the
Handsfree button before replacing the handset. After the Tree is saved, it must
be assigned to the Greeting Table before it is in service.

Before you change a CCR Tree, you must re-design youf CCR Tree. Refer to
Section 4: Preparing to set up Custom Call Routing (CCR), and the
StarTalk Mini Programming Record.
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Disabling You must disable a Tree hefore making any changes to ensure that service will
a Tree not be disrupted. Disabling a Tree puts the Tree out of service.

Note: To redesign a Tree, refer to Section 4: Preparing to set up Custom
Call Routing (CCR), and the StarTalk Mini Programming Record.

To disable a Tree;

1. Press [Feawe ] 0] (8] (3]

The display shows:

:.‘H‘ LC-’EH
L QUIT

RETRY ok

2. Enter  <the System Coordinator password and mailbox combination>

3 . Press o g,

The display shows: { Admin \
| MEC AR OTHR

() SUSS— L FSS—— | S——

| Administering
CCR

4. Press HH -

The display shows: | Auto Atdt Admin '
GETG THEL LIMES )

5, Press TRELE

i
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6. Press HEXT until
the display shows:

"CCR tree: <13
0ISABLE

. Press [ [ SHELE e S
The display shows: [Tr‘ee dizabled ]

The display changes to show:
[ COR trest <
| EHAELE
8. Press OK

The display shows: {Auto Atdt Admin
| GRTG TRELE  LINES )

| —

To end this StarTalk session, press (s |
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9

4 Section 9: Administering Custom Call Routing (CCR)

Accessing
the
Workspace

If you made changes to a Tree but did not save it, the Tree is stored as Tree §
in the Workspace. You can access the Workspace, continue to make changes,

and save the Tree as Tree number 1.
To access the Workspace:

Feare_ -) (5] ] ()

L Press

The display shows: |{ Loa:
QuUIT

RETRY oK )

2. Enter  <the System Coordinator

3. Press OK

password and mailbox combination>

The display shows:

OTHR )

4, Press OTHR

The display shows:

CCR

5. Press CCR

The display shows:

LLF Hidrlr
H[ “IH

b, Press HDMIH

The display shows:
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. Enter <Tree number 5>
The display changes to show:
( CCRE Tres: <37
| RETRY ako )
B s ] i

8. Press [k
The display shows:

[ Tree <53

CHHG

9, Press HHG

The display shows: :v Faths
\ RETREY EHE 0k [
i i (s

10.  Enter  <the Path number> you want to change.

11. Press [ ¥

Administering

Note: Continue making the changes you require according to the steps
provided in this section or follow the options that appear on the display.
Be sure to save the Tree as Tree number 1.
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Deleting You must disable a Tree before deleting it to ensure that service is not dis-
a Tree rupted.

To delete a Tree:

1 Press [Feature E)j m @

The display shows: |/ Lo -
! REETREY ik }

2. Enter  <the System Coordinator password and mailbox combination>

3. Press 0k _ o
The display shows: |f Rdmin
MED: AF

B PRACAOUBOREN DROADMASOORROONN e
O E— e P S

4 Press OTHR

The dISPIay shows: ( Admin \
"\l:il_I'_:.-T LR

Administering
3 CCR

3
o

5. Press LCLE
The display shows:

(CoR Admin
| ACMIN

6. Press ADMIH

The display shows: (E:[:F: bres: )
| RETRY aw |
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1. Enter <the Tree number> you want to delete.
Note: The Tree number is 1 or 5.

The display changes to show:

)"_“‘l’““"“““' T "A.M“I'fumuxmsuAmukWM co
CCE treel <n2
RETR w

Lt i B 55 I

8. Press 0 K
The display shows: |{ Tree <k
 CHHG FREIMT QT

[ — i — | ——

9.  Press 8]
The display changes to show:

[ Delete tree (137 3
| ves MO )

10. Press YE= i} Administering

The display shows: %(:Tree deleted A

The display changes to show:

f’CCR Admin
ACMIH

To end this StarTalk session, press [Ais ]
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Erasing When you erase a Path, all following messages, prompts, and Points on this
a Path Pathare also erased. When erased, a Path cannot be recovered.

To erase a Path:

L Press (eawe ][] ()

The display shows: |{ Laoa3:
| BUIT RETRY Qk

S e g

2. Enter <the System Coordinator password and mailbox combination>

3. Press ak
The display shows: Admin

4, Press 0OTHR

The display shows: Lﬂdmin
o 1 GLIAT CoR
Administering T ——
CCR e L —
5, Press CCR e e e . .
The display shows: i‘(li:EIF: Admin j
| ADMIM |

6. Press ACMIH
The display shows:

7. Enter  <the tree number>
Note: The Tree number can be 1 or 5.

The display changes to show:
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10.

11.

12.

Press 0 k
The display shows: |[ Tree <#s
| CHMG FRIHT

| —

DUIT

Press CHHG
The display shows: Fath:
FETRY

Enter  <the Path number> you want to delete.

Press [k

The display shows: -
CHHG ERASE"

Note: The & shown in step 11 represents the path number.

A

Press ERASE
The display shows:

Administerin
CCR

StarTalk Mini Set Up and Operation Guide



9 -« 10  Section 9: Administering Custom Call Routing (CCR)

13,  Press %ES —
The display shows: Z(F-at.h erased

14, Press E HD
The display shows:

%

15. Press SHUE

The display shows: (Sawe az tres <@y
UUIT

 Administering

16. Press YES
The display shows:

Note: When Tree 1 is enabled, Tree 5 cannot be saved to replace
Tree 1. The new tree is saved as Tree 5 in the workspace.

¥

The display changes to show:

CCR Admin
| ACMIH

To end this StarTalk session, press [rs |
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Adding Adding a Point applies to a:

a Point
Information Message

Transfer Point
Leave Message Point

To add a Point;
1. Press [Feawwe  } o] [8] [3]

The display shows: | aar

" Loa: '
RETRY 0K | )

2. Enter  <the System Coordinator password and mailbox combination>
3. Press OK
The display shows: {f Rdmin
| MEBDX OTHR i

4, Press 0OTHF _ Administering

The display shows:

5, Press CCE
The display shows:

( CCR Adwin
| ACMIM

6. Press ACMIH
The display shows:

{ CCR tres:

RETEY

1. Enter  <the Tree number>
Note: The Tree number can be 1 or 5.
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8. Press 0k . - .
The display shows: ?Fr-ee Sy
CHHG FREINHT QUIT
D T
9. Press CHHiG ——————.
The display shows: _(F‘at.h:
RETRY EMC oK
fl S | e e |

10.  Enter  <the Path number> you want to add.

11. Press -0k
The display shows:

Note: The i shown in step 11 represents the Path number.
To add an Information Message, press IMFit To add a Transfer Point,
or a Leave Message Point, press TO1THR and follow the instructions that

Administering appear on the display.

s CCR Note: For more information about Points, refer to Section 8: Setting

up Custom Call Routing (CCR).

To end this StarTalk session, press (is |
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Changing As often as needed, you can re-record the primary and alternate language
an information Messages.

Information
Message

To change an Information Message:

1.

Press e ) 1) &) )

" Loa:
BUIT

The display shows:

RETREY

Enter

Press Uk

The display shows:

AR

1 Qaﬂiﬁ‘
A MBOX

Press MQOTHR

The display shows: Cq._;ru“

\ GLIST

Press CCF

/ CCR Admin

The display shows: |
| ADMIH

Press RALMIH

 CCR tree:

The display shows: 4
1\ FE

Enter <the Tree number>
Note: The Tree number can be 1 or 5.

Press k

SN
o

The display shows:

FRINT

QUIT

<the System Coordinator password and mailbox combination>

Administering
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————— i 4

9. Press CHHG

The display shows: { Fath:
FIETF"||

10.  Enter  <the Path number> you want to change.

11, Press 0K
The display shows:

Note: The  shown in step 11 represents the Path number.

{ Froi mars pec?

13. Press FREC _

12. Press CHHG
The display shows:

N The display shows: (Rec Fri mezsade:
Adninistering , CETRY :
oeR Ny
At the tone, record your primary language Information Message.
14, Press 10k to end your recording. ‘
& The display shows: [ Accert. meszade?
) | RETRY  FL
|

15.  Press (i to accept your recording.

~

/ Alternate rec?
REC PLAY

The display shows:

Note: To record an alternate language Information Message, press
REL and follow the instructions that appear on the display.
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?NDest: <home >
\ CHHG

16. Press MEXT
The display shows:

 ——

Note: Pressing ZHHMG changes the display to show:
HOME I SC  Pressing HOME returns the caller to the Home Menu.
Pressing DISC: disconnects the call.

17. Press OK
The display shows:

....................................................................

{ Fath:
| FETRY  EHD 0K

18. Press EH[
The display shows:

19. Press SHUE
The display shows:

Administering
CCR

20. Press YES —
The display shows: * Trees zaved )

The display changes to show:

g CCE Admin
ACMIH

To end this StarTalk session, press [Ris |
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Changing You can change where and how a call is transferred to an extension.

the transfer .
To change the extension:

extension
1 Press {Feature @ @ @
The display shows: | Laa: \
i\ BUIT RETEY il _
[ i B e 6 s |
2. Enter  <the System Coordinator password and mailbox combination>
3. Press OK |
The display shows: {{ Admin '
{ MEDS AR OTHR
N P i i m—_
4, Press [OTHR
The display shows: |{ Hdmin )
Administering
CCR 5. Press LK S
The display shows: CCR Admin
1\ ADMIH
Ny
6.  Press ADMIH —
The display shows: }{ CLCR tree:
| RETRY ok

1. Enter  <the Tree number>
Note: The Tree number can be 1 or 5.
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8. Press
The display shows:

Tres <X3
z CHHG FRINT

L S

9, Press CHHG

The display shows: |[ Fath: T
\ RETEY EMD oK)

10.  Enter  <the Path number> you want to change.

11. Press S
The display shows:

12 Press CHHG
The display shows:

Note: The i shown in step 12 represents the current extension.

13. Press ©CHHG
The display shows:

sarareamazena..b: soananazan.

[ Ext:
RETRY

14, Enter  <the new extension number>
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15.  Press HEXT
The display shows: {f Fat.h: )
f QK

16. Press EHD
The display shows:

17, Press SHUE
The display shows:

18. Press YE=
The display shows:

Administering
CCR

( CCR Admin
[ AOMIN - |

To end this StarTalk session, press
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Changing The Leave Message Point is where the call is fowarded to a maibox to leave a
the Leave message. You can change the mailbox number to re-direct the call.

Message

) Important: Ensure the mailbox is initialized before assigning the mailbox
Point

number to a CCR Tree.

To change the mailbox number:

L Press (Feawe ][] ] (3}

The display shows: ;:i::vuL.:-g:

2. Enter  <the System Coordinator password and mailbox combination>

3. Press I K
The display shows:

f.ﬁdmiﬂ
| MED

4, Press [THR
The display shows: |{ Admin
 GLIST CCR

. Press CCR
The display shows:

6. Press ALMIHN
The display shows:

TR bree:
| RETRY

1. Enter <the Tree number>
Note: The Tree number can be 1 or 5.
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8.

10.

11,

12.

13.

14,

Press 0k .-
The display shows: { Trees x> \|
| CHHG FRINT  @uIT

Press CHHG

The display shows: }{ Fath:
| RETRY

Enter  <the Path number> you want to change.

Press QK
The display shows:

CHHIG ERASE QE

Press CHHG
The display shows:

{Mbass <
| CHHG
P —

Note: The  shown in step 12 represents the current mailbox number.
Press CHHIG

Enter  <the new mailbox number>

{ Dest: <{homel

The display shows:

Note: Pressing CHHG changes the display to show:
HOME DISC  Pressing HME returns the caller to the Home Menu.
Pressing [ ISC disconnects the call.
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15.  Press 0Ok
The display shows:

' Fath:
| RETRY  EHD K

o)

16. Press EHD
The display shows:

17. Press SHUE
The display shows:

18. Press “E=
The display shows:

The display changes to show:

Administering

{ CCR Admin
1 ADMIH

To end this StarTalk session, press [rs |
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Changing The call destination determines where the caller goes after listening to an
the [nformation Message or a Leave Message optic@. You have two choices: the
Destination Home Menu Point or to disconnect the call.

type Note: Only Information Messages, and Leave Message Points require a
Destination type.

To change the Destination type:

1. Press (Feawre ) {o] (0] (3]

o . \
\ ouIT  RETRY O

The display shows:

>

2. Enter  <the System Coordinator password and mailbox combination>
3. Press 0K S
The display shows: |{ Rdmir
ME- HA OTHE
Admmistermg ik I S5 N : jl S
CCR 4. Press OTHR S —— —
The display shows: [ Admin :
\ GLI=T CCR
| s (S s 0 s

5. Press LCCF

The display shows: |[ CCR Admin |
AT H ,

[ S (S W——  ——
6. Press AQLMIH
The display shows: |{ CCRE tres:
A RETEY QK _
[ A.ﬂ ﬁ‘ "n}l .................. k .......... l ........................... :
7. Enter <the Tree number>

Note: The Tree number can be 1 or 5.
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8 Press 0K
The display shows: |{ Tree <u:
\ CHHIG
[ —
9. Press CHHG —
The display shows: Fath: j
Qk |

10.  Enter <the Path number> you want to change,

11. Press (i

The display shows: | <>  KInres §
| CHMG  ERRSE o0k |
[ é

Note: The display shows < | nf'o if you are changing an Information
Message Point or < Lwm=3 > if you are changing a Leave Message
Paint.

12. Press [CHHG

13.  Press HEXT until the display shows:

( Dest: Chome >

| CHHG oK

14,  Press CHHG
. The display shows:

E.Deatination:
HIOME CISC

15. Press HOME to return the caller to the Home Menu Point.
Note: Pressing DISC disconnects the call.
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16. Press ik

The display shows: Fath: ’
RETRY EHL: Ok
.('::;_m:_’mm}:{ —[ ..... ; ..... L .............. [

17.  Press E HC: -
The display shows: |[ Tree <& !
{ SAVE FFIHT QUIT

18. Press =ZRUE

The display shows: |[ Sawe az tres <N:
| WES OUIT )

19. Press VES e }
The display shows: | Trees =sauved w

o The display changes to show:
Administering o

+ CCR (l_l_F dellrl
8 ADMIH

) ) L

To end this StarTalk session, press (s
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Administering the

mailboxes 1 O

Introduction This section describes the steps for administering the StarTalk mailboxes.
Mailbox administration involves:

' listening to messages left in the Special Mailboxes
replying to messages left in the Special Mailboxes
routing messages left in the General Delivery Mailbox
adding, changing, and deleting Personal Mailboxes
resetting mailbox passwords

Note: If you lose the System Coordinator's password, it can be reset. Refer to
Troubleshooting StarTalk ‘A mailbox owner lost the mailbox password’.

The Special Mailbox administration involves listening to messages, attending to each
Special message, and then deleting the message from the mailbox. It is very important
) that messages left in the Special Mailboxes are attended to daily. ,
Mailboxes mailboxes
When a message is left in the General Delivery Mailbox for a mailbox owner,
you can send the message from the General Delivery Mailbox to the owner’s
mailbox.

Administering
the

StarTalk Mini Set Up and Operation Guide


Brandon Hunt



10 = 2 Section 10: Administering the mailboxes t e 1 emanua 1 S.com

Listening to Messages left in the Special Mailboxes should be listened to daily. When the
messaées message has played and you have attended to the message, delete the
left in the Message from the mailbox. This ensures availability of message space in the

. Message Storage Pack.

Special

Mailboxes when a message is feft by a mailbox owner you can save the message, reply to
the message by calling the message sender, send a reply message, or send a
copy of the message with a message introduction to another mailbox.

Volume you can adjust the volume while a message is playing in any mailbox. Press-

control ing [*]increases the volume by 3 dB. The volume can be increased to a
maximum of 9 dB. When the volume reaches 9 dB the next time you press [],
the volume returns to 3 dB for all external calls and 0 dB for all internal calls.

Note: Volume control does not apply to system prompts. Messages play at the
adjusted volume while the system prompts play at the preset volume.

Delivery when leaving a message in a mailbox, StarTalk provides you with four Delivery
options options: Certified, Urgent, Private, and Normal. The Certified Delivery option
~ Administering notifies you that your message has been received and read. The Urgent
the Delivery option ensures a message plays before other messages in a mailbox.

mailboxes The Private Delivery option prevents a message from being forwarded to
another mailbox. The Normal Delivery option sends a message to a mailbax.
Normal messages are played in the order they are received. Normal messages
can be forwarded to other mailboxes.
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Opening the There are two Special Mailboxes, the System Coordinator Mailbox and the

Special General Delivery Mailbox. To open a Special Mailbox, you need the Special
Mailboxes Mailbox password.

To listen to messages left in a Special Mailbox:

1. Press  (feawe o] (o] (1]

The display shows:

RETRY oK

Note: If the display shows the F=zwd: prompt, press OTHF so the
display shows the L.x3: prompt.

2. Enter  <the Special Mailbox number and password combination>

3. Press 0k
The display shows:

4, Press FLAY

) ,ﬁ’ Administering
5. The first message in the mailbox is played. After the message plays, the T
display shows:

mailboxes

Note: If the message was left by an outside caller or an individual in your
company who did not have an extension or mailbox, the option display
line shows: COFY ERHSE HEXT %

After a message has played you can:

Press HEXT to listen to the next message
Press REFL'' to reply to the message sender
Press ERASE to erase the message

Press to replay the message

Press (+] to listen to the previous message
Press to forward the message
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When you have listened to all the messages, press to end the session.

You can copy a message left in the Special Mailboxes or any Personal Mailbox
to any mailbox owner with an initialized mailbox using StarTalk's COFY feature.

10 —4  Section 10: Administering the mailboxes
Press (7] to listen to the message envelope
Press [v] (7] to save the message
Copying
a message
to a StarTalk
mailbox

When a message is left by an outside caller or an individual in your company
who does not have a mailbox, the display line options always show the CCIPY
feature, When a message is left by a caller who has a mailbox initialized with

StarTalk, the display line options always show the REPL'Y feature.

To send a copy of a message to a mailbox owner, you must open the mailbox
and listen to the message. After the message has played:

option, press [5 |

L Press COaOFY
The display shows:

HO

Note: If the display does not show the COFY
2. Press 4“E= At the sound of the tone, record the message introduction.
Note: To copy the message without an introduction, press MO The’
display changes to show: Mk :
Important: The introduction to a message must be more than three

seconds long.
SEHD ]

Note: To listen to your introduction before you send the message, press
FLAY If you want to record the introduction again, press RETEY

3. Press
The display shows:

Ok,

TAHCCEPL intro?
| RETEY FLAY

i Sem——— ] pea—

4, Press SEHD
The display shows:
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5. Enter  <the mailbox number that is to receive the message>

or
Press [IF to use the Company Directory.

The display shows: (Hame
| oPTS |
i T e Y e—

Note: To deliver your introduction and message without using the
Delivery options, press SEHL:

6. Press OFT= e S —
The display shows: [{ Deliverd ortions
\ CERT LREGENT FRIV

| ——

To mark a message Certified, press CERT To mark a message Urgent,
press IIRGEMT To mark a message Private, press PR | 1)

To send the message, press To cancel Delivery options, or return
to the options menu, press [*]

7. Press SEHMD
The display shows:

Administering
the

mailboxes

The display changes to show:

f Forward coFd
{ MEOs

Note: Press MED: to forward a copy of theis message to another
mailbox.

To end this StarTalk session, press (s |
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Replying to
a message

Calling the
message
sender

- Administering
the

maitboxes

Replying to
messages in
the General
Delivery
Mailbox

When a message is left in one of the Special Mailboxes or any Personal Mailbox
and the message is sent by a mailbox owner, you can use the reply option to
respond to the message. You can reply by calling the message sender, or by
sending your own message to the message sender.

To reply to a message by caling the message sender, you must first open the
mailbox and listen to the message. After the message has played:

L Press REPLY
The display shows:

%.RePla Lo m=9
\ MsiG CALL

| eo— —— —

2 . To call the message sender, press CHLL
Note: To call a message sender, they must have a registered StarTalk
mailbox and an operating Norstar extension. Once you press CALL
you are transferred to the message sender’s extension.

Once you have called the message sender, your session with StarTalk has
ended. To continue listening to messages left in the Special Mailboxes you
must open the Special Mailbox using the Open Mailbox Feature Code. Refer
to Opening the Special Mailboxes, earlier in this section.

When you are listening to messages left in the General Delivery Mailbox, ybu

can forward, or copy the message to another StarTalk mailbox. When you
forward the message, you can record a message introduction that includes the
date and time the message was left. To find the date and time, press (7 ]
while the message is playing, or after you have finished listening to the mes-
sage.
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Replying To reply to a message sender with a message, you must open the mailbox
by sending a using the Open Mailbox Feature Code and listen to the message. After the

message message has played:
b.Replu to ms3 A
| M3G CALL QuUIT

3. At the tone, record your message reply.

L Press REFLY
The display shows:

2. Press Mz

4, Press [k to end your recording.

The display shows: |[ Accert rec?
| RETRY FLRAY

Note: To listen to your message before sending it, press FLAY To
record your message again, press RETRY

5. Press [k to accept your recording

The display shows: " <Hames Administering
! the
mailboxes

6. Press 0OFTS
The display shows:

To mark a message Certified, press CEET To mark a message Urgent,
press LURGEHT To mark a message Private, press FRIW To send the
message, press [# | To cancel Delivery options, or return to the options
menu, press [X ]

After the message is marked with a Delivery option, ypu can mark the
message with a second option or press SEH[ The display changes to

show: H=3 delivered

To end this StarTalk session, press (Ris ]
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Personal personal Mailboxes can be added, changed, or deleted from StarTalk at any
Mailboxes time. A Personal Mailbox is administered by the mailbox owner. For more
information on Personal Mailbox options and administration, refer to the

StarTalk Mini Reference Guide.

Personal Mailboxes require very little administration. Sometimes a mailbox
owner might forget a password. When this occurs, you should reset the
password to 0000.

New mailboxes can be added to StarTalk whenever they are required. Before
you add a new mailbox, ensure that you have all the necessary mailbox

information. You should complete a Mailbox List outlining the:

. new mailbox number
extension number
mailbox owner's name (Last name and first initial)
Class of Service
Company Directory and Message Waiting Overrides

Note: Refer to your StarTalk Mini Programming Record Mailbox List.

Adding a To add a mailbox:

Administering .
™ new mailbox - -
mailboxes L Press  [Feawre ][] 8] (3]
2. Enter  <the System Coordinator Mailbox and password combination>
3. Press Ok R .

The display shows: [ Adrmin _ :
| MEDS HA UTHR
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4. Press MEOX
The display shows: Mailbox  Admin
\ ADD DEL

5. Press ACD _
The display shows: Mo
\ RETEY QUIT

6. Enter <the mailbox number>

( Ewt:
\ RETEY QUIT

The display shows:

Note: StarTalk allows only one extension number per mailbox.

1. Enter <the extension number>

The display shows: L’:‘-er‘t..'in:.e clazs: A J

Administering
8. Enter  <a Class of Service from 1 to 8> the

mailboxes

The display shows: Z[Hame:_

9. " Enter <the mailbox owner last name and first initial5
Important: This is a maximum 16 character field. To enter a name you
must press the number on the dialpad associated with the letter you
want. The letters appear in the order that they appear on the dialpad
button. To select the next letter on a button, press the button again. To
advance one space, press [+ ] To backspace, press BKSP A comma
should be entered to separate the last name and the first initial. To enter

a comma, press [# ] [t ]
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10.  PressO K
The display shows:

Directords
YES HO

[1.  Press “ES or MO
This is a Directory Override. Pressing YES means the user name is
always played in the Company Directory. Pressing M means a
mailbox owner's name is not played in the Company Directory.

{ Mz3 waitina?
|\ VES M

The display shows:

12 Press “ES or MO
Pressing “*E= means a “Message for you” notification is shown on the
display after a message has been left in your mailbox. Pressing HC
means no message will be shown. If this is a mailbox without an
extension, press H{l

T LTI

The display (Mailbe Adein Y
retums to: | Ao DE CHHG

Administering
the Repeat steps 5 through 12 for each mailbox. To end this StarTalk session

mailboxes press

+

Changing After a mailbox is registered with StarTalk, you can change the:
mailbox

Options extension

Class of Service

. mailbox owner's name
Company Directory override
Message Waiting Notification
password
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Changing To change a mailbox extension:
a mailbox

extension 1. Press [Feawre ][9] (8] [3]

The display shows: | Loas
U BIT RETEY

2. Enter <the System Coordinator Mailbox and password combination>
3. Press 0k
The display shows: [{ Admin
MEC- FA
A ,
4, Press  MEO .
The display shows: [[ Mailbox  Admin
{_ACD DE

5, Press CHHG -
The display shows:  |{ Mzt
t[ IF: | QUIT

Administering

the
6. Enter <the mailbox number> mailboxes

The display shows:  Faszword

7. Press MEAT
The display shows:

Note: The extension number shown is only an example.
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8, Press CHHG
The display shows:

E sl ] '5
RETRY _E-!UI T !

et

o —

9. Enter <the.new extension number>
The display changes to show:

Eat: cda \
| CHMG HERT |

To end this StarTalk session, press [Ris ]

Administering
the

maitboxes

Py

StarTalk Mini Set Up and Operation Guide



Section 10: Administering the mailboxes 10 = 13

Changing a To change a mailbox Class of Service:
mailbox Class

of Service 1.  Press [reawe |} (o] (8] (3]

2. Enter <the System Coordinator Mailbox and password combination>

[FI dmin
4, Press MED:

The display shows:  [[ Mailboes  FAdmin
ACD CEL  CHNG

5. Press ZHHG
The display shows:

3, Press 1k
The display shows:

The display shows: Administering
i the

mailboxes

1. Press HE=T
The display shows:

8. Press HExT
The display shows:
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9, Press CHHG
The display shows:

E & K]
B B T
: b
1F )
T
il
: —t
H s
1 1
in

10.  Enter <Class of Service from 1 to 8>

To end this StarTalk session, press [ |

Changing a To change a mailbox owner's name:
mailbox o
owner’'s name 1.  Press [Feawe | (o] (8] (3]

2. Enter <the System Coordinator Mailbox and password combination>

3. Press o K

The display shows: ( Admin
\ MEDH AR OTHR

S8 I I Se— 7 a— T
4. Press MBI I —
Administering The display shows: | Mailbow  Hdmin
the NG

mailboxes

o
‘h

5. Press CHH R
The display shows: f’Cﬂtn:-::-:::

6. Enter  <the mailbox number>

The dlSplay shows: ;:z.‘.F'-E!‘F_.'_:_.I,.,h:.rqj <
| MEST
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. Press HEAT
The display shows:

8. Press HEXT
The display shows:

9, Press HE®T
The display shows: Lmallbox ouner’s name >
\ CHHG HE®T

10.  Press CHHG
The display shows:

11. Enter <the mailbox owner’'s last name and first initial>

12.  Press 0k
The display shows:

{ <mailbox cwner’s namel §

\ CHHG : HEXT }

Administering
the

mailboxes

: . ¥
Note: The display numbers shown in these steps are only examples.

To end this StarTalk session, press
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Changing To change the Company Directory Override and Message Waiting Notification:

Mailbox
L] k][]

Overrides 1. Press

Feature

.
¥

2. Enter <the System Coordinator Mailbox and password combination>

3. Press ik 3

The display shows: Adrain
| MEDH AR OTHR )

L i se— p—

4, Press MEO:

The display shows:  Mailbex  Admin
AL DEL CHHG

i em— ) ] i—1 ;s 1

5. Press CHHG : - -
The display shows: Blaluke
IR auIT

6. Enter <the mailbox number>

| Administering The display shows: | | F‘a-s—.i.t-.h:-r'-d
the \ RESET

mailboxes £ — — S W B —

" 7. Press HE“T _—
The display shows: ‘(E:-..:;t.: &

8. Press HEXT
The display shows:

9. Press HEAT o
The display shows: JACKSEN, C
| CHHG
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10.  Press HEXT E—— -
The display shows: }{ Directora: ‘

Note: To change the Company Directory Override, press CHHG When
a % is shown on the display, the mailbox owner's name is included in the
Company Directory. When an H is shown on the display, the mailbox
owner's name is not included in the Company Directory.

11, Press HMEWT E—
The display shows: |[ M=3 waitind: v
\ CHHG K

Note: To change the Message Waiting Notification, press CHMG When
a ' is shown on the display, a “Message for you” notification appears on
the display when a message is left in a mailbox. When an H is shown,
the “Message for you" notification does not appear.

12.  Press OK
The display shows:  {[ Mailbos Admin
| ACD LEL CHHG

Administering
the
To end the StarTalk session, press mailboxes
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Resetting Resetting a mailbox password changes it to the default password 0000. A

a mailbox password only needs to be reset when the mailbox owner forgets the password,

password After a mailbox password has been reset, you must instruct the mailbox owner
to change the default password.

Important: A mailbox cannot receive messages until the default password is
changed.

To reset a mailbox password:
1 Press  [Feawre ][9] (8] (5]

2. Enter  <the System Coordinator Mailbox and password combination>
Note: If the System Coordinator password has been lost, refer to
Troubleshooting StarTalk ‘A mailbox owner lost the mailbox

password'.
3. Press (i e : -
The display shows: |f Admin
| MBS AR OTHR
| e 5 s |
4, Press MEL S — i
The display shows: Admin

LEL CHHG

5. Press CHHG S —
The display shows: f[rﬂtn:-;:::

| IR QUIT

6. Enter  <the mailbox number>
The display shows: {f Fassuwoed
RESET HEST
P i N S—— i —

1, Press RESET
The display changes to show: Fazzword reset

To end the StarTalk session, press (fis
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Deleting Before you delete a maibox, ensure the mailbox owner has listened to all the
a mailbox messages. When a mailbox is deleted, all the messages stored in that mailbox
are also deleted.

To delete a mailbox:
1. Press [ ) () B G

2. Enter ~ <the System Coordinator Mailbox and password combination>

3. Press i -
The display shows: [ﬂdr--uin
MED: AR
] | R

4. Press  MEDX S— S ——
The display shows: Lr-lailbc-::-::- Admin

5. Press [EL o ——————
The display shows: | Mbwze: : |
DIR
N — -l Administering
the
6. Enter  <the mailbox number to be deleted> mailboxes
The display shows: [{ <mailbox cwner’s name )
\ DEL QUIT
e e <

7. Press [DEL e —————
The display shows: [r-iailtu:-:x: deleted

After the mailbox has been deleted, the display returns to the
Ma i 1 haw Adii nodisplay prompt.

To end the StarTalk session, press [Ris |
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Sending a message to
more than one mailbox 1 1

Introduction Apat from the day to day messages that you send, there might be fimes when
you need to send a Broadcast Message to all mailbox owners, or a Group
Message to a designated group of mailboxes.

This section describes the steps you need to:

’ send a Broadcast Message
create or delete a Group List
change the members of a Group List
view the members of a Group List
send a Group Message

Broadcast sroadcast Messages are recorded by you and played on all maiboxes initialized

Mess ages with StarTalk. A mailbox owner does not have to select a Broadcast Message
to play. The message is played automatically when mailbox owners open their LRl
mailboxes. a message

to several

A Broadcast Message is played only once for each mailbox owner, and cannot mailboxes
be interrupted. A mailbox must be initialized to receive a Broadcast Message,

When to A Broadcast Message ensures the same message information is delivered to
send a ¢ach mailbox, and eliminates having to record and send the same message
Broadcast several times. Broadcast Messages can be sent to announce meetings, special

company events, and reminders.
Message
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Sending a To send a Broadcast Message, you must first open your System Coordinator
Broadcast Mailbox.

Message

Sending
a message

to several
mailboxes

To send a Broadcast message:

—

Press (reawre ] {s ] (8] (1]

Enter  <the System Coordinator password>
Note: If you are sending a Broadcast Message from a Norstar telephone

that is not yours, you must press OTHFE The display shows the Loa:
prompt. Enter your mailbox and password combination.

Press 1k

The display shows the number of messages left in your mailbox.

After five seconds, the voice prompt announces the other options.

Press [o]

The display shows:

At the sound of the tone, record your message.
Note: When you record your Broadcast Message, remember to speak
clearly, at a pace that is easy to understand. Do not forget to include all
the important points of your message.

X

Press 0k to end your recording.

The display shows:

Note: To listen to your message before sending it, press FLHY To
record your message again, press RETE"

Press OK to accept your recording. The display changes to show:
Mza de 11 vered

Your message is delivered to all initialized mailboxes registered with StarTalk.

To end this StarTalk session, press [gis |
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Grou P Before you can send a Group Message, you must first define a Group List. A
Messages Group List contgms all the ma||b9x numbers that receive a group message, For
example, you might group all mailboxes from the Accounting department into

one Group List, and all mailboxes from Shipping into another.

Important: The Group List feature was enabled during installation. If this
option is disabled, you must reset StarTalk to enable the feature. For instruc-
tions on resetting StarTalk, refer to Appendix C.

Preparing a Preparing a Group List is just like setting up a new mailbox. A Group List is
Group List assigned a Group List number and name. The leading digit for Group Lists was
assigned during installation. The next two digits are automatically assigned by
StarTalk when you add the Group List. The Group List numbers are assigned in
sequential order. You must assign the Group List name. A Group List is set up
using the StarTalk Configuration Feature Code 983.

You can have a total of two Group Lists. Each Group List can contain a
maximum of 24 mailboxes. Before you begin to add Group Lists, you must
prepare a Group Mailbox member list. This list should contain:

J leading digit assigned during installation
Group List name maximum 16 characters long
' mailbox numbers included in the group

Sending
amessage

Note: For more information about Groups Lists, refer to Section 3, StarTalk 10 several

initialization verification.

mailboxes

A number from 0 to 9 can be assigned as the Group List leading digit. For
example, if the leading digit is 0, the Group List numbers are 001 or 002. Or if
the leading digit is 5, the Group List numbers are 501 or 502. The leading digit
defaults to 9 when a number is not assigned. This means, the Group List
default numbers are 901 or 902.

Note: The Group List numbers are always three digits long. When your DN
length is 2 and the leading digit is 1, the Special Mailboxes default to 20 and 22.
For more information about the StarTalk default values, refer to Appendix B.
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The Group List number acts like a mailbox number when you leave a message
for the mailboxes in the Group List. Table 11.1 shows a sample Group List.

Group ListNo. Name | Mailbox No.
901 Sales 24

23

33
90 2 Shipping 27

21

Table 11 .1 — Sample Group Mailbox List

important: A Group List can only include mailbox numbers. A Group List
cannot include another Group List number.

For a mailbox to be added to a Group List, the mailbox must be initialized. If a
mailbox is not initialized when you are adding it to a Group List, you must end
your StarTalk session and have the mailbox initialized. When you return to add
that mailbox to the Group List, you must select “HMi from the Group List
display. Refer to Changing a Group List, later in this section.

When a Group List is established, you can change the mailboxes included in the
List, record a new List name, view the Group List, or delete the Group List.

Sending
amessage

to several
mailboxes

&
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Adding To add a Group List:

a Group List o
L Press freawe ] o] [a] [3]

2. Enter  <the System Coordinator Mailbox and password combination>
3 Press 0k i
The display shows: Adrmin
| MEDH

4, Press 0THE -
The display shows: |[ Adrin
GLIST

5. Press  GLIST
The display shows: |f Grour Lizt Adein
| ACD LEL

6. Press AL
The display shows:

Sending
Note: StarTalk automatically assigns a Group List number. The display JEREESEENS
shown in step 6 shows the Group List number. In this display, 901 is to several

used only as an example. mailboxes

1. Press 0 K
The display shows:

{ Fecord name:

\ RETREY oK,

8. At the sound of the tone, record the Group List name.
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9, Press 13k to end your recording.
Note: This Group List name is played to any caller who leaves a
message for the mailboxes in the group. Remember to speak clearly, at
a pace that is easy to understand.

The display shows: (Accert nams?
| RETRY FLAY

Note: To listen to your recording, press FLRAY To record the name
again, press RETEY

10.  Press QK to accept the recording.

11, Enter  <the Group List name>
Note: The Group List name is a maximum 16 characters.

12. Press 00 K

The display shows: |{ Mo
| DIR aUIT

13. Enter  <the mailbox number included in the Group List>
Note: If you do not know a mailbox number, press [*1F This allows you
to select a name and mailbox number from the Company Directory.

14.  After entering a mailbox number, the display shows the name of the
mailbox owner.

1

15. Press ADD . s s eca e

The display ( Mizes \
| oI auIT

returns to:
To add additional mailboxes to the Group List, repeat steps 13 through 15.

Note: Mailboxes must be initialized before you can add them to a Group List.

When you have finished adding mailbox numbers to the Group List,
press RUIT at the Mbio:: display. To create another Group List, repeat
steps 5 through 15. To end your StarTalk Group List session, press
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Changing a A Group List name and Company Directory recording can be changed at any
Group List time. You cannot change a Group List number. To change a Group List
name and number, you must.delete the Group List and add pew membgr mgilbox humbers
Company as a new Group List. Refer to Adding a Group List, earlier in this section.

Directory To change a Group List name and Company Directory recording:
recording
L. Press [Feawe "} o] [o]) [3]

2. Enter <the System Coordinator Mailbox’and password combination>

3. Press ok
The display shows:

'bﬂdmiﬁ

4, Press OTHR

The display shows: | Ridmit
GLIST LR ;

. r ; . 1 ’:......:...l.‘..‘.. A‘. .}» r‘.mmu‘_ﬂj

5. Press GLIST
The display shows: ’[Gr-c-up Lizt Admin

Sending
6. Press CHHG . amessage
The display shows: | GLizt: ‘ to several
:_[F.:E TR GUT mailboxes
1. Enter  <the Group List number you want to change>

T LTI T Ty TIIT T LTI

SHIFFIHG

The display shows:

Note: The display shown in step 6 shows the Group List name. In this
display, Shipping is used only as an example.

8. To change the Group List name, press CHHiS
Note: If you are not changing the Group List name, press HEXT
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9. Enter  <the new Group List name>

10. Press 0 &

. e |

The display shows: —(Fw_rdw hame w
| FEC LAY HEXT

o ren

g b P

Note: When you change the Group List name, YOu must make a new
recording of the Group List name.

12.  Press REC
13. At the sound of the tone, record the new Group List name.

14, Press 10k to end your recording.

The display shows:

Note: To listen to your recording, press FLH% To record the name
again, press FETRY'

15. Press 0k . —
Sending The display shows: -(F:ec.n:-r-ded Fiare ‘
a message | REC FLAY  HEXT
to several I e .

mailboxes

A
WA,
L4

To end this StarTalk session, press {is |
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Changing the Member mailbox numbers can be added to or deleted from an existing Group
members of a List at any time. Mailboxes must be initialized before they can be added to a
Group List Group List. To create a new Group List, refer to Adding a Group List, earlier

in this section.

To change the members of an existing Group List:

1. Press  [reawne  J o] o] [2]

2. Enter  <the System Coordinator Mailbox and password combination>
3. Press 0k I
The display shows:  |{ Admir
1 MEDS AR OTHE

4, Press [OTHF
The display shows: |{ Fdmir
HOMIH

. Press GLIST
The display shows:

CHHG

LEL

Sending
6. Press CHHG amessage
The display shows: |{ GLiszt.: to several

mailboxes

1. Enter  <the Group List number you want to change>

The display shows:  [{ SHIFPIMG

8. Press HEXT until
the display shows:
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9. To add a mailbox number to the Group List, press AL
The display shows: | Mbzel
i DIE QUIT

10.  Enter  <the mailbox number to be included in the Group List>
Note: If you do not know a mailbox number, press DIR This allows
you to select a name and mailbox number from the Company Directory.
Mailboxes must be initialized before you can add them to a Group List.

After adding a mailbox number to the Group List, the display shows:

GList members 3
LEL

Note: To add more mailbox numbers to the Group List, repeat steps 9
and 10.

11.  To delete a mailbox number from the Group List, press DEL

The display shows: Mz \
| IR ouIT

1 — | Do | —

Sending 12
amessage

Enter  <the mailbox number to be deleted from the Group List>

to several 13,

After deleting a mailbox number from the Group List, the display shows:
mailboxes

{ GLi =t members ‘
| Ao DEL  UIEM

Note: To delete more mailbox numbers from the Group List, repeat
steps 11 and 12.

When you have finished changing the members of the Group List, press [ts ]
to end the StarTalk session.
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Viewing the To view the member mailbox numbers included in a Group List, you need the
members of Group List number.

a Group List

To view a Group List:

1. Press [reame ] fa] ] [2]

2. Enter  <the System Coordinator Mailbox and password combination>
3. Press 0 K
The display shows: |{ Hdmih
{ MEOH AA
e

4, Press 0OTHF

The display shows: { Admin
GLIST CCR )

5 Press LI ET ereerrreereree —

The display shows: Groue Lizt Admin
\ HOD CEL - CHHG )

6. Press CHHG
The display shows:

.Sending
amessage
to several

mailboxes
. Enter  <the Group List number you want to view>

The display shows: CEHIF‘F’IHG

8. Press HEXT until
the display shows:

[ GlList members
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Section 11: Sending a message to more than one mailbox

9. Press WIENW S
The display shows: |{ <member mallbox owners
CEL ME=T

- -

et Y Neosomsiesnts i mos—

10.  Press HEXT to view the next Group List mailbox member.
When all the Group List members have been shown,

FL izt miembers
FCa LEL UTEL

the display shows:

e Py

To end the StarTalk session press (ris ]

Deleting a You can delete a Group List at any time. When you delete the Group List, you
Group List remove the Group List name and'delete the Group List member mailbox

numbers. The Group List number is automatically re-assigned by StarTalk the
next time you add a Group List.

Note: Deleting a Group List does not delete any of the mailboxes from StarTalk
that were included in the List.

To delete a Group List:

1. Press [Feature

BRCRNCRREN

2. Enter  <the System Coordinator Mailbox and password combination>

3 Press 0k
The display shows:

7 fduin

4. Press OTHE p— e
‘The display shows: |[ Admir ]
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5, Press GL_l ST
The display shows:

T

{ Grour L izt Admi n

CHHMG

6. Press [EL
The display shows: |{ GLi=zt:
FETEY

. Enter  <the Group List number you want deleted>

SGrour Lizt Hamed

1 DEL BUIT

The display shows:

8. Press [EL - .
The display shows: C}Lis.t. deleted j

To end the StarTalk session, press [nis ]

Sending
amessage
to several

mailboxes
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Sending

a Group

Message

A Group Message can be sent whenever you want to notify a special group of
mailboxes of a pending event or company notice that only pertains to that group.
When a mailbox owner sends a message to the Group List where their mailbox
is registered, their mailbox does not receive the message.

A Group Message can only be sent to a Group List registered with StarTalk.
Before you send a Group Message, ensure you have added the Group List, and
the List contains all the mailboxes that are to receive a message. Refer to
Preparing a Group List, earlier in this section.

To send a Group Message from your Norstar telephone:

1. Press Fealure [9] @ @

e dsoay shows: [P
| LI QuIT

2. Enter ~ <the Group List number>

3. The display shows the Group List name.

4 Press ik

5. At the sound of the tone, record your message.
Note: When you record your message, do not forget to include all the
message particulars. Remember to speak directly into the handset,
speak clearly and at a pace that is easy to understand. ‘

) To end your recording, press ik

When you have finished recording your message, you can:
Press EETRY to record your message again
Press FLAY to replay your message

Press OK to accept and send your message

To end this StarTalk session, press

Note: A Group List Message must be selected to play. Unlike a Broadcast
Message, it does not play automatically.
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.
Introduction starTalk Reports are used to view StarTalk programming, status and the
available message time. There are six StarTalk Reports:

. Directory Report
Numeric Subscriber Mailbox Report
System Group List Report
Message Usage Report
Mailbox Activity Report
CCR Tree Report

This section describes the StarTalk Reports, and explains how to generate
them.

Note: To print the StarTalk Reports, you must have a printer connected to the
RS-232 port on the StarTalk Mini module.

StarTalk Mini Set Up and Operation Guide

StarTalk
Reports




StarTalk
}
Reports

12 -« 2 Section 12: StarTalk Reports

The
different
Reports

The different Reports allow you to view StarTalk storage capacity, the Company
Directory List, mailbox owners, Group Lists, individual mailbox activity and CCR
programming and data. StarTalk Reports are numbered from 1 to 5. Only the

r po rinumber appears on the Norstar display. The CCR Tree Report does not
have a number.

Directory Report (1)

This report shows the mailbox owners listed in the Company Directory. This
report provides the mailbox owner’'s name, mailbox, extension, whether or not
mailbox owners recorded their name in the Company Directory, and if they have
a greeting recorded for their mailbox. Figure 12.1 shows a sample Directory

Report.

DIRECTORY REPORT Date: 12/1 4/92
Subscriber MB Ext Name Greeting
Recorded Recorded

BLACK,K 24 24 Y Y
BROWN, A 23 23 Y Y
DAVIES R 33 33 Y Y
GENERAL DELIVERY,MB 10 10 N N
GUEST, ONE 20 N Y
SMITH,E 21 21 Y %
SYSTEM MANAGER, MB 12 12 Y Y
WHITE W 22 22 Y Y

Figure 12.1 ~ Directory Report

Note: The Directory Report appears in alphabetical order.

Numeric Subscriber Mailbox Report (2)

This report is a numeric list of all the mailbox owners who have a registered
StarTalk mailbox. This reports shows the mailbox owner name and correspond-
ing mailbox number. Figure 12.2 shows a sample Numeric Subscriber Report..

NUMERIC SUBSCRIBER MAILBOX REPORT Date: 12/14/92
MB Subscriber

10 GENERAL DELIVERY,MB

12 SYSTEM MANAGER,MB

21 SMITH E

22 WHITE W

23 BROWN,A

24 BLACK,K

27 TAYLOR K

Figure 12.2 — Numeric Subscriber Report
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System Group List Report (3)
This report shows the Group List number, the Group List name, the mailbox
numbers included in the Group List, and the mailbox owner name. Figure 12.3

shows a sample System Group List Report.

SYSTEM GROUP LIST REPORT Date: 12/1 4/92
No Name MB MB Name
901 SALES 24 BLACK,K
23 BROWN,A
33 DAVIES R
902 SHIPPING 27 TAYLORK
21 SMITH E

Figure 12.3 ~ Systern Group List Report

Message Usage Report (4)
This report shows the total minutes of message storage time available.

Figure 12.4 shows a sample Message Usage Report.

MESSAGE USAGE REPORT Date: 12/1 4/92
Minutes

Current storage available 41

Figure 12.4 - Message Usage Report

StarTalk
Reports

When this report shows less than 20 minutes of message storage time avail-
able, you should send a Broadcast Message telling users to delete any  unnec-
essary messages in their mailboxes. For instructions on sending a Broadcast
Message, refer to Section 11: Sending a message to more than one
mailbox.
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Mailbox Activity Report (5)

This report shows the mailbox number, mailbox owner's name, the last date of
access, and information about the messages left in a mailbox. This report
covers mailbox usage over a period of seven days. This is a two page report.
Figure 125 shows a sample page 1 of the Mailbox Activity Report.

Mailbox Activity Report Date: July 8 92
Mailbox 10

Name GENERAL_DELIVERY, MB

Last access date May 15

Tues Mon Sun Sat Fri Thur Wedn

No. me&dages recorded 0 0 0 0 0 0 0
Total Iength of messages 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Average length of message 0.0 0.0 0.0 0.0 0.0 0.0 0.0
No. of times maximum

message length reached 0 0 0 0 0 0 0
(recorded by sender):

No.  me&fages received 2 0 1 4 3 2 5
Total Iength of messages 0.7 0.0 0.0 0.9 0.3 0.5 1.1
Average length of messages 0.3 0.0 0.0 0.2 0.1 0.2 0.2
No. of accesses 0 0 0 0 0 0 0
Connect time in mailbox

Total minutes 0 0 0 0 0 0 0
Average minutes/access 0 0 0 0 0
Average time before '
messages heard 0 0 0 0 0 0 0

StarTalk
SCTJdl | Average time before

messages deleted 0 0 0 0 0 0 0
No. of times 3 bad 0 0 0 0 0 0 0
passwords entered

Figure 12.5 — Mailbox Activity Report

Note: The starting point of this report follows the last full day of activity. For
g example, if the last full day of activity is Friday, the next report begins on
Saturday.
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Mailbox Activity Report

CUMULATIVE AVERAGE Date Last Cleared: 6/9/92
No. of messages recorded 0
Total length of messages 0.0
Average length of message 0.0

No. of times maximum
message length reached 0
(recorded by sender):

No. of messages received 2
Total length of messages 0.5
Average length of message 0.1
No. of accesses 0

Connect time in mailbox

Total minutes 0
Average minutes/access

Average time before

messages heard 0
Average time before

messages deleted 0
No. of times 3 bad 0

passwords entered

Primary Greeting Recorded - No
Alternate Greeting Recorded - No

Figure 12.6 - Mailbox Activity Report SEWES
Reports

Figure 12.6 shows a sample page 2 of the Mailbox Activity Report.
v
Note: Each line total indicates a cumulative average of the mailbox activity.

You can print this report for individual mailboxes or all mailboxes registered with
StarTalk. When you are printing the Mailbox Activity Report for all the mail-
boxes, ensure the printer has enough paper. Because of the size of this Report,
we recommend that you print at night or during a non-busy time. To get the full
benefit of this report, we recommend you print it on the same day each week

and reset the statistics after each printing. To print the Mailbox Activity Report,
you must enter a mailbox number or press HLL
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The This report shows the Tree number, the current date, the last date changes
Tree Report were made, and the Tree status. The report also shows the Points on the Tree,
assignments made to the Points, and any areas that need administering.
Figure 12.7 shows a sample Tree Report.

TREE REPORT Date: 5/30/92
Tree # 1 Last Modified: 02/22/92 Status: Enabled
Path Description Parameter Dest Caution
0 Menu Pri Prompt Rec Alt Prompt Not Rec
! Blind Xfer Ext. 24
2 Leave Msg Mbox 30 Home Mbox Not init
3 Blind Xfer Ext. 23
4 Blind Xfer Ext. 35

Figure 12.7 — Sample Tree Report

StarTalk
Reports
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Printing You can print StarTalk Reports whenever you need them. StarTalk Reports are

StarTalk nprinted using the Configuration Feature Code 983. Before you begin to print

REDOHS your reports, ensure the printer is turned on, and there is enough paper in the
printer.

To print a StarTalk Report 1 to 5:

1. Press [reawe o) 8] (a]

7 Loa:
| aurT

2. Enter <the system coordinator Mailbox and password combination>

The display shows:

3. Press [k
The display shows:

7 A

4, Press [7]
The display shows:

Note: Only the report number is shown on the display. The report
numbers appear in the number sequence from 1 to 5. To see the next
report number on the display, press HEXT

StarTalk
Reports

For more information about printing the CCR Tree Report, refer to
Printing the Tree Reports later in this section.
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5. Press  FRIHT —
The display shows: (F‘r-int.in'zl. .

Ric S—

§ S—— S—

Note: When you are printing Report 5, the display changes to show:

Ml
{ ALL

Enter  <the mailbox number or press ALL > Report 5 begins to print
automatically.

4 B ! 1

StarTalk
Reports

When the report is finished printing, the display changes to show:

¥HREFDPL: 5
FEIMT

f e——— e— -

Note: To stop the printer, press [*]

6. To reset the Mailbox Activity report, press Ffr | HT

The display shows: .Citn:-::-:::

| ALL RESET  QUIT

7. Press RESET
The display shows:

To end this StarTalk session, press [Ris |
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Printing  You can print the CCR Tree Reports whenever you need them. The CCR tree

the Tree Reports are printed using the Configuration Feature Code 983. Before you

Reports begin to print your reports, ensure the printer is turned on, and there is enough
paper in the printer.

To print a CCR Report:

. Press  feame [ f) ][]

The display shows: (Lnn |

W RUIT FETEY

2. Enter <the system coordinator mailbox and password combination>

3. Press 1k
The display shows:

4. Press QOTHR
The display shows:

[ Admin

| GLIST CoR
S T
b, Press CLCF
The display shows: CCR Admin \ ‘
{ ALMIH

StarTalk

6.  Press HACHIH Reports
The display shows: |

{ CCR tree:

| RETRY 0K

7. Enter <the Tree number>
Note: The Tree number can be 1 or 5.
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8. Pres s 0Ok . — S ——

The display shows: |( Tres <H>
1 CHHG FEIHT LUIT )

S et U S | G—

9, Press PR | HT

The display shows: |[ Frintind...

(Tres i _
1 CHHG FRIMNT  GUIT

When you are finished printing, press &1 T

StarTalk
- Reports
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Troubleshooting StarTalk 13

Introduction Troubleshooting StarTalk is separated into three sections:

. system trouble
operating trouble
Custom Call Routing (CCR) trouble

System System troubles are problems occurring to more than one user, and to both
trouble internal and external callers.

Automated 1. Verify that you have assigned the lines to the Greeting Table, and the line
Attendant does is designated as Y. This means that StarTalk is set to answer the line.
not answer
any calls 2. It might be that all the StarTalk channels are busy. Try calling back.

Your call will be answered when a channel is available.

3, Verify that greetings 1 to 4 have been recorded. These greetings default
to the Greeting Tables and must be recorded for the Automated
Attendant to operate. Refer to Section 5: Setting up StarTalk.

Trouble-
shooting
StarTalk

If you find that the StarTalk channels are frequently busy, this might be a good
indication that there is too much activity. Contact your sales representative.

Call log The Automated Attendant must be set to answer after two or more rings for
information  StarTalk to record call log information related to an incoming call.
is lost
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The Automated
Attendant
transfers some
-callers to the
General Delivery
Mailbox.

Greetings are
played at the
wrong time
of day

Greetings are
played on the

wrong line
Trouble-
shooting
StarTalk A telephone
cannot be
forwarded to
StarTalk

For StarTalk to work, it requires a tone dial telephone signal and a minimum
voice level. StarTalk waits for a caller to respond. If a response is not received,
the caller is transferred to the receptionist or designated operator. If the
receptionist or designated operator is not available, the caller is automatically
transferred to the General Delivery Mailbox. The caller is also transferred to the
General Delivery Mailbox if an extension does not have a mailbox.

For StarTalk to transfer calls correctly, each mailbox must have a unique
extension number. To verify that all mailboxes have unique extension numbers,
print the Directory Report (Report 2). For instructions on printing reports, refer
to Section 12, Printing StarTalk Reports.

There are three possible causes for this problem:

L The Business open is set to NO. Change the Business open to YES.
Refer to Section 7, Setting the Business Status.

2. StarTalk's internal calendar/clock is not set to the correct time. Reset the
StarTalk date and time. Refer to Section 5: Setting up StarTalk.

3. It might be that the wrong greeting numbers have been assigned to the
Greeting Table.

3

To verify that your line information is correct, refer to the StarTalk Mini
Programming Record. If you find the information is incorrect, you must re-
assign lines to the Greeting Table. Refer to Section 5: Setting up StarTalk.

If you are attempting to forward your telephone to StarTalk and the display
shows: Forward deni ed you might be forwarding to the wrong extension.
Verify that you are calling the right extension using Feature Code 985.
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Feature 981 Whenever the Log prompt appears on the display, it can be caused by the
produces a station not having an assigned mailbox. If the extension does not have an
“LOG” prompt assigned mailbox, StarTalk will request both a mailbox number and a password.
on the Norstar

display

Norstar DN's For StarTalk to operate, it must have a mailbox number length that is the same

and Mailbox as the Norstar DN length. If these lengths differ, you must change the StarTalk

Numbers are mailbox number length. Refer to Appendix C: Resetting StarTalk.
different

lengths

Operating The following conditions list some problems that might be encountered with the
trouble operation of StarTalk,

Mailboxes A mailbox will not accept messages when:

are not
accepting 1. The mailbox is not initialized.
messages A mailbox cannot receive messages until it has been initialized by the

mailbox owner. Instruct owners to initialize their mailboxes. Refer users
to the StarTalk Mini User Card, or provide instructions from Section 6 in
this guide.

2. A mailbox is full.
If a mailbox is full, instruct the mailbox owner to delete all or some of the
messages in the mailbox.

3 The Message Storage Pack is full. Trouble-
StarTalk notifies you when the Message Storage Pack is reaching its shooting
capacity. To determine if the Message Storage Pack is full, print the StarTalk

Message Usage Report. This report shows you the available minutes of
storage remaining on StarTalk.

Messages are If messages are being removed that are recent (less than seven days), check
being lost in a the message retention period in the mailbox Class of Service. To check the
mailbox  Class of Service, refer to Changing a mailbox Class of Service, Section 10.
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A mailbox A forgotten password cannot be recovered. The password associated with the
owner lost the mailbox must be reset to the default password 0000. After a password has
mailbox been reset to the default password, the mailbox owner must change the default
password password in order to use the mailbox.

To reset a password refer to Section 10: Administering the mailboxes.

If the System Coordinator password has been lost:

L Press [Feature] (o) (8] 5]

2 Press

s Eer (B EDEOHI &
(RESETSMPSWD)

4, Press [

5. Press WYE=

A mailbox is not Check to ensure the mailbox has been initialized. If the mailbox is not initial-
in the Company ized, it does not appear in the Company Directory. You should check to ensure
Directory the Company Directory Override is set to YES. Refer to Section 10: Adminis-
tering the mailboxes.

Calls are Allringing CO lines will be answered by StarTalk if the station is forwarded to
being answered StarTalk using Norstar Call Forward All Calls or Call Forward No Answer. For a
by the wrong complete description of Norstar feature compatibility, refer to Appendix A.
mailbox

A mailbox Ensure the mailbox is not already registered with StarTalk. Mailbox numbers
can’t be added must be unique. StarTalk can store up to 24 mailboxes, including the System
to StarTalk Coordinator Mailbox and the General Delivery Mailbox. Refer to the StarTalk

Mini  Programming Record.

Trouble-
shooting

S‘tarTaIk

You cannot Names should be entered as last name, then first name initial. All names
enter a name should have a comma (,) separating the first and last names. The maximum
for a mailbox length of the name entered, including comma, is 16 characters. Refer to

Section 10: Administering the mailboxes.
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Incomplete
messages are
received in a
mailbox

or

“Message
delivered”
prompt plays
when recording
a message

or

StarTalk
sessions end
unexpectedly

You cannot
create a Group
List

When any of these three situations occur, it could be due to a problem called
Talk Off. Talk Off occurs when StarTalk interprets certain voice patterns as
Dual Tone Multi Frequency (DTMF) tones. DTMF tones are produced when
keys are pressed on a dial tone telephone. When you press a key on the
dialpad during a StarTalk session, StarTalk receives a DTMF tone and performs
the correct operation. For example, after entering your mailbox password you
can press the (# ] button. The DTMF tone sent to StarTalk indicates that you
are finished entering your password.

Some voice patterns are the same as DTMF tones. This can cause StarTalk to
function incorrectly. For example, if in the middle of a message you said
something that sounded the same as the DTMF tone created by pressing the
In] button the recording session would end. Correcting Talk Off requires
adjustments to your Norstar system. Contact your sales representative.

The maximum number of Group Lists that can be created is two. The StarTalk
Group List must be enabled during installation. If the Group List feature is not
enabled, you cannot create a Group List. To enable this feature, you must reset
StarTalk. For instructions on resetting StarTalk, refer to Appendix C.

Trouble-
shooting

StarTalk
L
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CCR
trouble

StarTalk does
not accept a
Path number

Interruptions

while building
or changing
the Tree

The Tree cannot
be saved

The following conditions describe problems that may occur while operating
Custom Call Routing. Ensure that you check the Custom Call Routing Tree
Report regularly.

Note: For more information about Reports, refer to Section 12: StarTalk
Reports.

If you enter an incorrect digit while assigning a Path number, an error message
appears. There are two possible causes:

1. An incorrect Path number was entered. Only numbers 1 through 8 may
be used as Path numbers. Ensure that O (zero) and 9 are not used as
Path numbers.

2. The maximum number of Paths have been added.

If you press [ris ] by mistake, there is a power outage, or there is no screen
activity, all data is automatically saved to Tree 5. Tree 5 is designated as the
Workspace for building or changing a Tree. Until the Tree number !is as-
signed, all data remains in Tree 5.

The Tree cannot be saved while it is in use. You must disable the Tree before
adding a Point, deleting a Point, or changing a Point type.

Note: While the Tree is enabled, you can save the Tree after changing a
recording, a mailbox number, an extension, or the Destination type. For more
information about saving the Tree, refer to Section 8: Setting up Custom Call
Routing (CCR).
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The Tree cannot The Tree cannot be deleted while it is in use. The Tree must be disabled before
be deleted it can be deleted.

Note: For more information about deleting the Tree, refer to  Section 9:
Administering Custom Call Routing (CCR).

The Tree cannot The Tree must be saved before it can be enabled, and it should be  complefed
be enabled before it is saved. To complete the Tree you ensure:

1 The Tree contains the Home Menu Point with an Action Point below it.

2. The Tree contains a Leave Message Point to a mailbox which has been
initialized.

3. The Tree contains a Leave Message Point to a mailbox which has not
been deleted.

No Paths are The ‘no paths available’ error message appears when all Paths are assigned.
available  There is a maximum of eight Paths on the Tree.

The Leave A mailbox will not accept messages when the mailbox is full. If a mailbox is full,
Message Point instruct the mailbox owner to delete all or some of the messages in the mailbox.
mailbox is full

Note: If more message time is required, the Class of Service of the mailbox can
be changed. For more information about the mailbox Class of Service, refer to
Appendix B.

Trouble-

. . . . lelolilel
Deleting a You myst not delete a mailbox that is used in a CCR Tree. If you delete a Snooing

mailbox Leave Message Point mailbox, the messages will automatically go to the
General Delivery Mailbox.

StarTajk

Note: For more information about the General Delivery Mailbox, refer to the
Section 6.
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Trouble-
shooting

StarTalk
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Appendix A: StarTalk/Norstar
feature compatibility

Introduction  This appendix describes how Norstar features interact with
StarTalk. The section is organized in alphabetical order,
according to the Norstar feature.

Norstar feature StarTalk compatibility

Analog Terminal Adapter  An analog single-line set can be connected to Norstar using an
Analog Terminal Adapter. This type of set, working with DTMF
tones, allows access to StarTalk options through the dialpad
only. There is no message waiting notification availability.

Rotary dial cannot be used internally with StarTalk.

Answer Keys  Answer keys allow a set to answer calls sent to another set.
Answer keys do not affect StarTalk operation on external calls.
External calls are sent to the called set's mailbox. Non-ringing
answer keys do not affect external calls. .

For internal calls, when an answer key appears on another set
and there is no CFAC or CFNA, the caller receives the mailbox
of the called set.

When the set that has the answer key is CFAC to StarTalk, the
caller is sent to the mailbox of the CFAC set. For example: If
set A has a Ringing Answer Key for set B and set A is CFAC to
StarTalk DN, when a caller attempts to reach set B and there is Appendix
no answer, the caller is transferred to set A’s mailbox.

When the set that has the answer key is CFNA to StarTalk, the
caller receives the mailbox of the called set. For example: If
set A has a ringing answer key for set B and set A is CFNA 3
rings to the StarTalk DN, the call is transferred to set B and
receives set B's mailbox.
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Autodial (Inside)

Automatic Set Relocation

Call Forward All Calls

Call Forward No Answer

Camp On

Date and Time

All users on the Norstar system can program StarTalk's DN.
StarTalk's DN is determined using Feature Code 985.

The System Coordinator can use autodial for Busy Lamp Field
(BLF) indication for all voice channels. This allows StarTalk
channels to be monitored during busy periods.

Must be set to NO when changing the StarTalk DN and StarTalk
RJ 11 teladapt cords.

Any ringing line or answer key appearance on a set is forwarded
to the DN specified by the call forwarded set.

When CFAC is in use, a caller receives the mailbox of the CFAC
set immediately.

Any ringing line appearance on a set is CFNA to the DN
specified after the programmed number of rings.

Call Forward No Answer is not applicable in an Automated
Attendant application. If DRT is being used for StarTalk
answering, ensure that the number of rings for CFNA on any of
the sets is equal to or higher than the number of rings for DRT.

CFNA takes precedence over DRT and Transfer Callback if it
has a lower number of rings.

The Camp On feature cannot be used to access StarTalk. If a
user calls the StarTalk DN and there is no answer, the user
cannot invoke the Camp On feature. Instead, the user should
be advised to wait a few moments and try the StarTalk DN
again.

The Camp On feature is only available on Norstar Modular
KSUs using Modular DR3, DR4, DR5 or Centrex software.

The Norstar Date and Time is independent of the StarTalk Date
and Time.
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Delayed Ring Transfer (DRT) To use StarTalk as a secondary line answering position, you set

DRT hy:

1. Assigning the StarTalk DN as the prime set for the
specified lines that are to be DRT to StarTalk.
Setting the Norstar DRT to YES.
Setting DRT Delay from one to six (inclusive) rings.
Assigning a Greeting table to each line that is to be DRT to
StarTalk.

5. Setting the StarTalk Answer option to NO for the lines that
are to be DRT to StarTalkk.

When DRT is being used for StarTalk Answering, and Norstar
sets with a Ringing Line Appearance are forwarded to StarTalk,
a caller receives the mailbox of the CFAC set immediately.

Disconnect ~ When a KSU has Disconnect Supervision and a caller hangs up

Supervision  after reaching the Automated Attendant, Norstar immediately
senses this and breaks the connection. This results in fewer
‘phantom’ messages in the General Delivery Mailbox and
prevents StarTalk ports from being occupied.

The Disconnect Supervision feature is only available on Norstar
Modular KSUs and trunk modules with the DS suffix on their
labels and DR3, DR4 or DR5 software.

Do Not Disturb (DND)  Stops all tones and ringing to a set. When a call is transferred
to a set with DND invoked, the call appears as a flashing
indicator on an available line. The Automated Attendant
announces to the caller that the party being called is unavail-
able, and continues with a set of instructions for leaving a
message in a maitbox, or. reaching another person.

Feature Timeout StarTalk has a timeout of up to two minutes. This feature is
independent of the Norstar timeout.

Appendix

Hold A user cannot put a StarTalk session on hold. If the hold button
s pressed during a StarTalk session, StarTalk is disconnected.
This is true for all instances, excepting those when Automatic
Hold is used to transfer a caller to a mailbox or an extension.
StarTalk ignores Held Line Reminder tones.
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Intercom  Numbers

Language Choice

Lines

Message  Send/Reply/Waiting

Night Service

Prime Set (Multiple)

Priority Call

Privacy (DR2)

An inside user can access StarTalk using an intercom button
and pressing the StarTalk DN. Access to the StarTalk Feature

Codes and “Message For You" indication requires an intercom
button on the set.

An intercom button is required to notify a set of an incoming
transfer.

StarTalk’s language capability is independent of Norstar's

language selection for a set. StarTalk language availability is
determined by the Class of Service assigned to a mailbox.

Note: StarTalk language option is invoked after a user has
invoked a StarTalk session.

Lines can be assigned to the StarTalk Automated Attendant
using Feature Code 983. When a line programmed for the
Automated Attendant appears on a set, that line rings when
StarTalk transfers the call. When a line programmed to be
answered by the Automated Attendant does not appear on a
set, a call is transferred to an intercom line appearing on the set.

Any message notification left by an internal caller can be replied
to using the StarTalk message reply options. StarTalk cannot
receive messages.

Note: Replying to a message from an M7100 or M7208
requires the user to press Feature 65.

When Night Service is activated and StarTalk's prime DN is
specified as the Night Ring set for an incoming line, a caller
immediately hears the StarTalk Automated Attendant.

When configuring lines, StarTalk can be designated as the
prime set.

Ends a StarTalk session.

When StarTalk has answered a line, that line cannot be
accessed by another set. The display shows “Line in use.”
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Privacy (DR3)

Private Line

Release Button

Ringing Line Preference

Selective Call Forward

Service Modes

Template

Transfer Callback

Lines that DRT to StarTalk or that StarTalk is set to answer,
must be set for Privacy ON. This ensures that StarTalk
sessions involve only one user and StarTalk. The default for
lines is Privacy ON.

The Privacy feature is only available on Norstar Modular KSUs
using Modular DR3, DR4, DR5 or Centrex software.

When private lines are assigned to a set programmed to ring,
CFNA to StarTalk is answered by the set's Personal Mailbox. If
a private line is the only appearance on that set, StarTalk
transfers calls through the intercom key.

Note: If the private line is not programmed to ring, CFNA is not
invoked.

Ends a StarTalk session

Ringing lines programmed to Norstar sets are recognized by
StarTalk. Features such as CFNA and CFAC to StarTalk are
not recognized by non-ringing lines programmed to Norstar sets.
Refer to the CFNA, CFAC and Answer Keys.

Refer to Do Not Disturb.

The Service Modes feature allows the Norstar System

to be programmed to forward all incoming calls to StarTalk
during specific time periods, such as lunch time or non-business
hours.

The Service Modes feature is only available on Norstar Modular
KSUs using Modular DR3, DR4, DR5 or Centrex software.

StarTalk is compatible with all templates (Square, PBX, Centrex
and Hybrid).

Calls through the Automated Attendant that are transferred to a
set without CFNA are routed by Transfer Callback to StarTalk
after the designated number of rings. The CFNA/Transfer
Callback feature programmed to the lesser value takes prece-
dence
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‘Norstar when installing StarTalk with Norstar Centrex and Centrext, all StarTaik DNs

onIy’ DN must be set to ‘Norstar only’. For example, when Transfer is evoked, even to
another telephone in the system with its own prime line, Norstar Centrex
software transfers through the Central Office. To ensure transfers to StarTalk

are routed through the Norstar system, all StarTalk DNs must be set to 'Norstar
only’.

Note: For more information about Norstar and Centrex, refer to the Norstar
Centrex Installer Guide or Norstar Centrext Installer Guide.

Appendix

StarTalk Mini Set Up and Operation Guide



B -

Appendix B: Configuration
data definition

. When the Group List leading digit is assigned as 1, the Special Mailboxes default to 20 and 22.

StarTalk Mini Set Up and Operalion Guide

Data field Values/Range Default
System Coordinator's password four to eight digits in length 0000 (four zeros)
Special Mailbox types: Two-digit Seven-digit Two-digit *
General Delivery Mailbox 10 1000000 10
System Coordinator's Mailbox 12 1000002 12
Attendant Extension number any valid Norstar extension none
CO Line Greeting assignment:
Line number 1- 184
Greeting Table:
Greeting Table number ! !
Number of rings o- 12 0
Greeting used:
Morning 1- 10 1
Afternoon 1- 10 2
Evening {- 10 3 Appendix
Non-business 1- 10 4
Primary language P = primary P
A = alternate
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Appendix: Configuration data definition

Data field Values/Range Default
Extension mailbox data base:
Extension leading digit 0-9 none
Digits in extension two to seven digits 2
Mailbox leading digit 0-9 none
Digits in - mailbox two to seven digits 2
System Coordinator Mailbox and password combinations 1
Norstar DN length StarTalk mailbox Default
number length
2 2 120000
3 3 1020000
4 4 10020000
5 5 100020000
6 6 1000020000
7 7 10000020000
Data element Values/Range Default
Maximum number of mailboxes 24*
Class of Service:
Class of Service number -8 none
Prompt language 1=Pr none
2 = Alt
Max. mailbox message time 5-20 min none
Max. message length 2-7 min none
Max. greeting length I-10 min none
Message retention time 7 days -« indefinite none
Group Lists:
Group List number * 001 -002 901 -902 901 - 902
Maximum number of members 22

* Group list numbers are three digits in length regardless of the DN length.

** Including Special Mailboxes.
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Hardware Specifications

Number of ports !

Number of voice channels 2

Message storage 90 minutes
Data element Value
Response time at the Home Menu 2 1/2 seconds
Maximum number of Trees !

Maximum number of Paths 8

Group List leading digit Group List range

001 and 002
101 and 102
201 and 202
301 and 302
401 and 402
501 and 502
601 and 602
701 and 702
801 and 802
901 and 902

© oo N o o oo e

Default Feature Codes for StarTalk

Leave Message Feature 980 Appendix
Open Mailbox Feature 981
Operator Status Feature 982
Configuration Feature 983
Date & Time Feature 984
StarTalk Directory Number Feature 985
Transfer Feature 986
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Class of Service values: ! 2 3 4 5 6 7 8
Prompt language P A P A P A P A
Max. mailbox message time (in minutes) | 15 15 15 15 5 5 20 20
Max. message length (in minutes) 3 3 7 7 3 3 2 2
Message retention period (in days) 30 30 0 0 7 7 15 15
Personal greeting Y Y Y Y Y Y \ Y
Greeting length (in minutes) ! 1 | 1 | ‘ 10 10
Group Lists Y Y Y Y Y Y Y Y
Off-premise  Message Notification Y Y Y Y N N Y Y
Retry intervals (in minutes) 5 5 10 10 15 15 30 30
Number of attempts 3 3 5 5 l 7 9 9

INDEFINITE RETENTION
PRIMARY
ALTERNATE

> UOo
1 mnon

Note: When StarTalk's bilingual language capability is disabled, all Classes of
Service default to the primary language. Refer to your StarTalk Mini Installa-
tion Guide.

Conf igUI‘a- The Main menu appearing on the M7310 and M7324 telephone display varies
tion default according to the optional software applications enabled with StarTalk. The
following are examples of the different Main menus that appear.

menus
StarTalk Mini without Group Lists: .
The display shows: [ Adnin
& | MEQE HH CLR
o rp— s =
StarTalk with Group Lists:
Appendix The display shows: [ Admir
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Introduction For StarTalk to work, the Norstar intercom number length must be the same as
the StarTalk mailbox number length. If the Norstar intercom number length is
different from the StarTalk mailbox number length, you must change the
StarTalk mailbox number length.

This appendix covers the procedures for resetting StarTalk. After you reset
StarTalk, you must:

' initialize StarTalk
configure your Company’s telephone lines
enter Greeting Table information
record Company Greetings
add mailboxes
initialize the Special Mailboxes

Sections 5 and 6 in this guide cover the procedures for configuring lines,
entering Greeting Table information, recording Company Greetings, adding
mailboxes, and initializing the Special Mailboxes.

Important: Resetting StarTalk erases all the Company Greetings, Greeting
Table and mailbox information. Before you reset StarTalk, ensure that
you have a copy of the current StarTalk set up. Refer to your completed
StarTalk Mini Programming Record.

Appendix
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Resetting To reset StarTalk:

StarTalk | . o wae 51616

2. Enter  <the system coordinator mailbox and password combination>
Note: If you are resetting StarTalk before you have performed the initial
set up, you must enter the default password 0000.

3, Press 1k _ _
The display shows: (Fldr-‘nin ]

MEDE AHA COTHR
{ ............ l l ........ t l - ......... ;
4, Press [1] i
The display shows: ;[ Pz }
RETEY (Hice _
ey [ e i s |

5. Enter [J(B)JLJ6E]]6] O (JQ  (REINSTALL

Important: This password should not be made available to a user.

6. Press ik

The display shows: [Eﬁeiet dat.abase? )

1. Press “E=

After you press “E= StarTalk begins to reset. When StarTalk is finished, the
display changes to show: Suzt.em reads and Ex it You are now ready to
initialize StarTalk. Refer to Initializing StarTalk, later in this appendix.

Appendix
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Initializing When StarTalk was first installed, the initialization was completed by the
StarTalk installer. You only need to initialize StarTalk if you have reset the Module to
accommodate a new StarTalk mailbox number length. This is usually only

necessary if your Norstar system is upgraded or expanded.
To initialize StarTalk:
1) Press  [reawre ) o] [3] (3]

The display shows: [Fsuj

-

) Enter F)1F]FIG]E)E | (CONFIG)

3. Press 0k R ————
The display shows: {[ [H lendth: 2
\ CHHG

r J,_LLL].-: fw,,.auu;g._‘._.;‘)‘;:-';:v: 20090

Note: To change the mailbox number length, press CHHG and enter the
new DN length. The mailbox DN length MUST be the same as the

Norstar DN length. The mailbox number range is between two and
seven digits.

4, Press HEXT _
The display shows: [ 1i naus17
| vES MO

5. Select the bilingual capability.-

The display shows: ¥ Fri marsd 1 ana?
| EMG [ALT]

-

Appendix

Note: [AHLT] means either FEE or SFA will appear. English is
abbreviated EHiG French is abbreviated FRE Spanish is abbreviated
SFA
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7. Select the primary language.

The display shows:

Note: To change the % to an H, press CHHi3

8. Press 0k to enable Group List capability.

The display shows: :(_eadir‘ug digit: <9 ]
[

Note: To change the Group List leading digit, press C“HHG and enter a
leading digit from 0 to 9.

9. Press 0K (E:Gfé‘fl confid \
The display shows: 1 RETEY ak )

10. Press 0 k.
The display shows:

Initialization takes five to seven minutes. When StarTalk has completed the
initialization, the display shows: Zastem readsand Exi t Y

After StarTalk initial configuration is completed, the display returns to the
Norstar date and time. You are now ready to enter your StarTalk Greeting
Table and mailbox information. Refer to your StarTalk Mini Programming
Record and Section 5: Setting up StarTalk.

Appendix
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Appendix D: Norstar
configuration tips

Introduction This appendix describes some Norstar configuration enhancements that, if
used, can maximize the efficiency of StarTalk.

Ringing lines If two or more telephones have a ringing line appearance of the same outside
and answer telephone line, and one of these telephones is programmed with Norstar's Call
k eys Forward All Calls (CFAC) or Call Forward No Answer (CFNA) features, then all
incoming calls on the outside line are directed to the Personal Mailbox of the
programmed telephone.

For example, if a marketing secretary’s telephone has a ringing line appearance
of the marketing director’s telephone, and the secretary’s telephone is call
forwarded to StarTalk, then all incoming calls are immediately transferred into
the secretary’s Personal Mailbox. This is also true if the secretary’s telephone is
CFNA to StarTalk and if the number of specified rings on the secretary’s
telephone is less than the specified rings on the marketing director’s telephone.

Note: CFAC and CFNA do not affect calls on a telephone’s non-ringing lines,
For example, if a secretary’s telephone has a non-ringing appearance of
another telephone’s outside line, and the secretary’s telephone is CFAC or
CFNA to StarTalk, incoming calls on this line are not affected.

Appendix
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Ringing  When one or more telephones have a ringing answer button for another
answer telephone, and one of these is Call Forwarded or Call Forward No Answer to
button StarTalk, all incoming calls will be directed into the Personal Mailbox of the

forwarded telephone.

If two or more of these telephones are CFAC to StarTalk, all calls will be

directed to the Personal Mailbox of the telephone that is connected to the lowest
numbered station port on the Norstar system.

Note: Norstar's Call Forward All Calls and Call Forward No Answer features do
not affect calls on a telephone’s non-ringing answer button.

Delayed StarTalk's Automated Attendant can answer any call on specified incoming
answering telephone lines after a specified number of rings. StarTalk answers incoming

by StarTalk’s calls when:

Automated , , The telephone service representative programs StarTalk to be the prime
Attendant telephone for one or more designated incoming telephone lines.
Norstar's Delay Ring Transfer (DRT) feature transfers unanswered calls
on these lines to StarTalk's Automated Attendant after the specified
number of rings.

Note: Norstar's DRT feature only applies to incoming calls on the
assigned line. It does not affect any intercom calls between sets.
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Using When a user does not want to take any calls for a period of time, the user’s
Norstar telephone can be forwarded to the user’'s Personal Mailbox using Norstar's Call
CFAC and Forward All Calls feature. When forwarded, all calls to the user's extension are
transferred directly into the user's Personal Mailbox.
CFNA d

To Call Forward to a mailbox:

5

L Press freawe  J{o) o] s
Note: This is the Feature Code for determining StarTalk’s directory

number (DN). The directory number appears on the telephone.

2. Press [ ] (1]
or
PreSS [(‘:nlrlrﬂf'ﬂ'wd :]

3. Enter  <the StarTalk directory number>

To cancel Call Forward:

Press  (Feawe ] (1] (4]
or

Press CHHCEL

or

Press  [cal rws |

Note: No other telephone on the Norstar system can have a ringing line
appearance of the user’s lines or a ringing answer button of the forwarded
telephone.

StarTalk Mini Set Up and Operation Guide
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Appendix E: StarTalk
error messages

Introduction This appendix describes the error messages that are shown when an incorrect
action is performed. The error messages shown here are presented in alpha-
betical  order.

[ Alreads a member Appears when trying to add a mailbox

J again to a Group List. A mailbox cannot

ey L e assigned to the same Group List
twice.

{ Cannot. delete Appears when trying to delete a Special

/I Mailbox. The System Coordinator and
I T Te=sm | General Delivery mailboxes cannot be
deleted.

Cannot. ezt i Appears when a Group List number is
L ) entered as a mailbox member of
ey =yt another Group List. A Group List

number cannot be added to a Group
List.

Appears when assigning more than one
extension to a mailbox.

: ST . o Appendix
[ Extenzion nesde: Appears when assigning the destination
| extension from a Transfer Point.

Appears when trying to save a Tree
before all data is entered.
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S ov— | oo— [ vi——

;-Inro maillbox ij

000 Tubpervre.os st

LI hwalid confid ]

Irwalid date j

Invalid aresting j

Appears when trying to change an
Information Mailbox from the Mailbox
Admin menu using Feature 983.

Appears when the introduction to a
message being forwarded is less than
three seconds long.

Appears when an incorrect Class of
Service is entered while adding or
changing a mailbox Class of Service
using Feature Code 983.

Appears during the StarTalk installation
when entering a DN length of 1,8 or 9.
The valid DN length is from 2 to 7 digits.
The StarTalk mailbox number length
must match the Norstar DN digit length.

Appears when an incorrect date is
entered using Feature Code 984. The
date must be entered as yymmdd.

Appears when an incorrect extension is
entered. Check the DN length or use
the Company Directory.

Appears when an incorrect Group List
number was entered while changing or
deleting a Group List number using
Feature Code 983.

Appears when an incorrect greeting
number is entered. Greeting numbers
must be a number from 1 to 10.
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HIr...,.-.;.l id keg . Appears when the selected option is not
{  valid for the command display shown.

| — G B i |

(I trealid line : Appears when a line number is entered
J that exceeds 184. Norstar Modular

S . supports line numbers from 1 to 184.

Norstar Compact supports line numbers

from 1 to 6.
(Irwealid mailbos ) Appears when an incorrect mailbox
/} number is entered.
e i Y e
Irwalid number Appears when entering an incorrect line
// pool number, or an incorrect number of
ey e e | channels while: configuring Outdialing.

Also appears when entering more than
the maximum number of digits allowed
for a telephone number. The maximum
number of digits allowed for a telephone
number is 24.

Appears when an incorrect mailbox
password is entered.

Irwalid Fassword

{ Inwalid rath Appears when entering an incorrect
number to represent a Path. The Path

number must be 0 to 8.

Appendix

Appears when an incorrect time is
entered using Feature Code 984. The
time must be entered as hhmm.
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Appears when the maximum message
storage time is almost reached in a
mailbox. This is determined by the
Class of Service. The mailbox owner
should delete any unnecessarily stored
messages in the mailbox.

Appendix

Hb needed | Appears when adding a leave message
: ‘ point to a mailbox that is not assigned.

:f?“r-1t-.:l:=-:: ot init Appears when a message is sent to a

mailbox that is not initialized.

StarTalk Mini Set Up and Operation Guide



Appendix: StarTalk error messages E =5

Appears when the message being
recorded has too many Forward(s) and
Reply(s) inserted.

Appears when a recorded message is
less than three seconds long.

Appears when entering a mailbox that is
not initialized. Initializing a mailbox
includes changing the default password.

L record hame Appears when a mailbox owner's name
IS not included in the Company Direc-

tory.

Appears when adding or changing a
mailbox owner’s name and the charac-
ters exceed the allowable limit of 16.
The maximum field length includes the
comma.

{ Mo dir auvailable ﬂ Appears when the Company Directory is
‘ empty. Either StarTalk mailboxes have
not been initialized by the owners, or
there are no mailboxes registered with

StarTalk.

Appears when the maximum number of
Group Lists have been assigned. The
maximum number of Group Lists is two.

Appendix

| Mo match Appears when a mailbox owner is not

' found that is similar to the characters
entered when using the Company
Directory. Check the correct spelling of

the mailbox owner's name.
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?MHD mbvose awall

Mo m=3 notifa jj

Mo partd connect. B
4

i e I

{ Mo erewvious @mz3 j

Appears when the maximum number of
mailboxes is registered with StarTalk.
The total number of mailboxes is 24
including the System Coordinator and
General Delivery Mailboxes.

Appears when Message Notification is
not enabled. Message Notification is
assigned in the Class of Service.

Appears when the, message received by
a mailbox is sent by someone who does
not have a mailbox registered and -
initialized with StarTalk. These types of
messages cannot use the StarTalk
Reply option.

Appears when trying to transfer a call
before establishing an active call.

Appears when all of the Paths on a Tree
are assigned. The maximum number of
Paths per Tree is 8.

%

Appears while the first message in a
mailbox is playing, and the command is
entered to play the previous message.

Appears when a user is not allowed
access to a feature or Feature Code, or
when a second user attempts to access
the Configuration, Operator Status, or
Date and Time Feature Codes.
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Appears when a primary or alternate
greeting is selected before it is re-
corded.

Hot. recorded

Appears when Delivery options are
canceled while sending a message.

Appears when StarTalk's Message
Storage Pack is full. You must delete
old messages from the General Delivery
Mailbox and have mailbox owners
delete any unnecessarily stored
messages from their mailboxes.

Fzwd too lona Appears when a password entered
exceeded eight digits. A password must
be between four and eight digits in

length.

Appears when a recorded message
reaches its maximum number of
segments. This is caused by repeatedly
using ‘pause’ and ‘cont’ while recording

a message.

Appears when a recorded message is
too long. Message or greeting length for
a maibox is determined by the Class of
Service.

Fec too short Appears when a recorded message is Appendix
\ )| too short. Message or greeting length
o e 1 for @ mailbox is determined by the Class

of Service.
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Appears when recording a greeting or
message and the minimum volume level
of StarTalk is not met. Do not use
Handsfree. When recording a greeting
or message, speak directly into the
handset of your Norstar telephone.

Appears when the maximum number of
users are accessing StarTalk.

{ Uzer has no ext | Appears when a working extension is
; not specified for the mailbox.

Appears when a mailbox has not been
assigned to the requested extension.
These calls are transferred into the
General Delivery Mailbox.

Appendix
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Appendix F: StarTalk
samples and tips

Sam p |  There are several ways to set up StarTalk in your company. How you choose
StarTalk ©setup StarTalk depends on the type of Norstar Business Communication
System, whether or not your company uses a Private Branch Exchange (PBX)
set ups CENTREX, and how many incoming telephone lines you use.

This sample StarTalk set up describes four different StarTalk configurations. It
also describes some useful application tips at the end.

Setting Up The On Your Toes Dance Studio has a Compact Norstar Business Communica-
StarTalk tion system. The Norstar installer programmed both Norstar and StarTalk. The
installer programmed StarTalk to be the Norstar Call Forward No Answer

in a ) .
I telephone for each extension. This means that any call not answered by a user
Sma is then transferred to the users StarTalk mailbox.
sized

company Each mailbox owner has buttons programmed for Starfalk's Leave Message
and Open Mailbox Feature Codes. This allows easy access to these frequently
used features.

1

Each employee has heen assigned a mailbox number that is the same as their
Norstar extension number. Each mailbox owner has initialized their mailbox,
and recorded and selected a personal greeting.

For the purpose of this example, we are going to look at how  StarTalk and
Norstar work together in call handling. -

Appendix
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The central receptionist

The On Your Toes Dance Studio's receptionist/registrar handles all calls from
the studio’s published telephone number, except when she is busy and unable
to answer the telephone. When the receptionist is unable to answer the
telephone within four rings, StarTalk's Automated Attendant answers the call.
She has also been appointed StarTalk's designated operator. Whenever a
caller presses to speak with StarTalk's operator, the caller is transferred
back to the central receptionist/registrar.

Here is how On Your Toes Dance Studio’s communication system works.

The On Your Toes Dance Studio’s public telephone number is 5552468.
StarTalk is the Prime set for each of the studio’s two lines. Norstar's Delayed
Ring Transfer (DRT) feature is used to forward unanswered lines to the

StarTalk Automated Attendant. The DRT to Prime is set to YES, and the DRT
Delay is set to four.

Note: Delayed Ring Transfer is a Norstar system-wide call handling feature.
All lines on the Norstar programmed DRT to Prime are forwarded after four
rings. In the Norstar Configuration, this is accomplished by setting the Prime
set of the line to the StarTalk DN.

StarTalk uses the Greeting Table to answer all calls after four rings. Depending
on the time of day, the different recorded greetings play for the Morning,
Afternoon, and Evening. When the Business Status is NO, the Non-business
Hours Greeting plays.

Greetings have been recorded by the System Coordinator and say:

Greeting No. 1 “Good Morning. You have reached On Your
Toes Dance Studio. The studio is closed at
this time. Please Sfay on theline fo leave a
message. "
(The StarTalk voice prompts play after the
Appendix greeting. You can make Company Greetings
up to five minutes long.)

Greeting No. 2 “Good Afternoon. You have reached On
Your Toes Dance Studio. "

Greeting No. 3 “Good f vening. You have reached On Your
Toes Dance Studio."
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Greeting No. 4 “You have reached On Your Toes Dance
Studio. The studio is closed af this time.
Please stay on the line to leave a message. "

The Greeting Table automatically answers calls using greetings 1 through 4.
Greetings 1 through 4 play until the System Coordinator assigns different
numbered greetings.

When the Greeting Table was configured, the primary language was set as
English.

Important: Lines used must be assigned to a Greeting Table before the
Greeting Table greetings are used.

This completes the StarTalk set up for the central receptionist. For complete
set up instructions, refer to Section 5: Setting up StarTalk.

The Costume Room

The Costume Room has one telephone with a StarTalk mailbox. Calls are
directed to the Costume Room attendant by the receptionist/registrar or the
Automated Attendant. When the attendant is not available, the caller is
forwarded to the Costume Room mailbox. The mailbox primary message says:

“You have reached the Costume Room. No one is available to take your call.
Please leave your name and number and a brief message after the tone and we |
will return your call as soon as possible.”

Appendix
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setting Up
StarTalk
ina
medium
sized
company

The Bridge Stone Company is an engineering firm that has a Compact Norstar
Business Communication system. The Norstar installer programmed both
Norstar and StarTalk. The installer programmed StarTalk to be the Norstar Call
Forward No Answer telephone for each extension, This means that any call not
answered by a user is then transferred to the user’s StarTalk mailbox.

Each mailbox owner has buttons programmed for StarTalk's Leave Message
and Open Mailbox Feature Codes. This allows easy access to these frequently
used features.

Each employee has been assigned a mailbox number that is the same as their
Norstar extension number. Each mailbox owner has initialized their mailbox,
and recorded and selected a personal greeting.

When the receptionist is not available, the Custom Call Routing application
allows incoming caller to route their own call along a call path.

For the purpose of this example, we are going to look at how StarTalk, CCR
and Norstar work together in call handling.

The central receptionist

Bridge Stone’s central receptionist handles all calls from Bridge Stone’s
published telephone number, except when she is busy and unable to answer
the telephone. When the receptionist is unable to answer the telephone within
four rings, StarTalk's Automated Attendant answers the call. She has also been
appointed StarTalk's designated operator. Whenever a caller presses [0 } to
speak with StarTalk's operator, the caller is transferred to the central reception-
ist.

Here is how Bridge Stone’s communication system works.

Bridge Stone’s public telephone number is 55.51234. All lines appear on the
central receptionist’s telephone. StarTalk is the Prime set for each of the six
lines. Norstar's Delayed Ring Transfer (DRT) feature is used to forward
unanswered lines to the StarTalk Automated Attendant.

Note: Delayed Ring Transfer is a Norstar system-wide call handling feature.
All lines on the Norstar programmed DRT to Prime are forwarded after four
rings, In the Norstar Configuration, this is accomplished by setting the Prime
set of the line to the StarTalk DN. The DRT to Prime is set to YES, and the
DRT Delay is set to four.
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StarTalk uses the Greeting Table to answer all calls after four rings. Depending
on the time of day, the different recorded greetings play for the Moming,
Afternoon, and Evening. When the Business Status is NO, the Non-business
Hours Greeting plays.

Greetings have been recorded by the System Coordinator and say:

Greeting No. | “Good Morning. You have reached Bridge
Stone Engineering. "
(The StarTalk voice prompts play after the
greeting. You can make Company Greetings
up to five minutes long.)

Greeting No. 2 “Good Afternoon. You have reached Bridge
Stone Engineering.

Greeting No. 3 “Good Evening. You have reached Bridge
Stone Engineering. "

Greeting No. 4 “You have reached Bridge Stone Engineer-
ing. Our office is closed at this time. Please
stay on the /ine to leave a message. '

The Greeting Table automatically answers calls using greetings 1 through 4.
Greetings 1 through 4 play until the System Coordinator assigns different
numbered greetings.

When the Greeting Table was configured, the primary language was set as
English.

Important: Lines used must be assigned to the Greeting Table before the
Greeting Table greetings are used.

Following the company greeting the Home Menu Voice plays. This menu
provides a list of single-digit options to a caller. A caller, after listening to the
Home Menu selects an option by pressing a number on any tone dial telephone.
For example:

Appendix

“To speak to our customer service representative, press [7]. To reach our sales
department, press [2]. To reach our shipping and receiving department,
press [3]. To speak with our receptionist, press [0]."

This completes the StarTalk set up for the central receptionist. For complete
set up instructions, refer to Section 5: Setting up StarTalk.
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The Customer Service and Sales Department

This department has two secretaries, two customer service representatives, two
sales agents, a sales manager, and a customer service manager. StarTalk is
set up to answer all calls with callers selecting either customer service or sales
from the Home Menu voice prompt.

Incoming calls for customer service are transferred directly to the customer
service secretary. Incoming calls for sales are transferred directly to the sales
secretary.

The Managers

Bridge Stone Managers have a personal incoming telephone line that appears
on their private telephone and their secretary’s telephone. The managers have
their secretaries answer all calls, and then transfer the calls to each manager’s
telephone.

When the managers are unavailable to take a call, the call rings back at the
secretary’s extension. The secretary handles the call by suggesting that the
caller leave a voice message in the manager's Personal Mailbox. When the
caller wants to leave a message, the secretary transfers the caller using CONF/
TRANSFER with StarTalk's Leave Message Feature Code or the Transfer
Feature Code.

When StarTalk is set up in this manner, Norstar's Call Forward No Answer for
the manager’s set is not used. The secretary answers the manager’s calls and
uses Norstar's TRANSFER to transfer the caller to the manager’s telephone.
Norstar's TRANSFER CALLBACK returns the call back to the secretary’s
extension when a manager is not available to take a call.

Important: The secretary’s telephone has a ringing line appearance. This
telephone cannot be forwarded to another telephone.

Shipping and Receiving
All the employees in this department share the same Norstar telephone. This

department uses one outside line that is assigned to the loading dock. This line
is assigned to Path 3 of the Home Menu.

Appendix

The shipping and receiving department mailbox greeting informs callers they
can leave a message or press 0 to speak with the receptionist.
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StarTalk starTak can be set up to be used in a number of different ways. The following
set up suggestions show how you can use StarTalk's features in your company.

tlpS Note: M essages informing callers of immediate mailbox access should direct
the caller to press {* ] followed by the mailbox number.

Setting up a StarTalk mailbox for customer orders.

You can set up a unique mailbox to handle customer orders. Instead of
recording a Personal Mailbox Greeting, you can have a greeting that includes
customer ordering information.

When the company greeting is recorded the customer must be informed about
the mailbox availability. For instance, if a mailbox is being used to inform
callers about product availability and ordering, the greeting would include:

. for information about new product availability, press | 53, for information
about the Marketing Management course, press *54..."

The individual mailbox greetings would inform callers about the particulars of
the product, and also instruct callers to leave their name and telephone
numbers for ordering or to receive personal attention by a company employee,

Each mailbox set up for announcements would be added to StarTalk as a Guest
Mailbox. These mailboxes do not have an operating Norstar extension.

Setting up a StarTalk mailbox for customer announcements.

You can set up a unique mailbox to be used for announcements to clients or

customers. Instead of recording a Personal Mailbox Greeting, you can record
the announcements and inform the callers to leave a message after the tone.

Assigning a special telephone number for direct access to StarTalk for

company employees.

You can use an existing incoming telephone line or you can have a new line

added to your existing line configuration. If you will be adding a new line,

contact your telephone service representative. IWRE

Assigning special incoming telephone lines to StarTalk for frequent
callers.

You can use an existing incoming telephone line or you can have a new line
added to your existing line configuration. If you will be adding a new line,
contact your telephone service representative.
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Turning You can tumn OFF the Automated Attendant at any time. The Automated
OFF the Attendant is OFF when the line answer is designated as NO. When the
Automated Attendant is OFF, you should disable the General Delivery Mailbox.
Automated This prevents callers from leaving a message unless they are deliberately
Attendant transferred to a valid mailbox using Feature 986.

To turn OFF the Automated Attendant, refer to Section 5, Viewing and
changing line configuration. To disable the General Delivery Mailbox, refer to
Section 5, Assigning the General Delivery Mailbox.

Turning You can turn OFF the Voice Mail option at any time. When the Voice Mail
OFF the option is turned OFF, StarTalk mailboxes cannot be accessed. When a caller

. ., tries to access an extension that is busy or does not answer, the Automated
Voice Mail  atendant voice prompt plays.

option S
To turn OFF the Voice Mail option, refer to Section 5, Assigning the Voice
Mail option.

——— A - R

StarTalk Mini Set Up and Operation Guide


Brandon Hunt



telemanuals.com

Glossary =1

Glossary

Administration
The tasks involved in maintaining the StarTalk mailboxes, greetings and set up
configuration. Administration also involves setting up and maintaining the CCR
Tree.

Alternate greeting
A greeting that is recorded for a Personal Mailbox and played only on excep-
tional occasions such as absence, illness, or vacation.

Analog Terminal Adapter
A Norstar product that allows for the connection of an analog device, such as a
single-line telephone or a facsimile machine, to a Norstar KSU.

Attendant sign ON/OFF
The task that is performed by a company receptionist or designated operator
that indicates to StarTalk when an “operator” is available to answer calls.

Automated Attendant

The StarTalk answering service that answers incoming calls with a Company
Greeting, plays a list of StarTalk options to a caller, and performs call routing
functions in response to a caller’s selections.

Broadcast Message

A message that can only be sent by the System Coordinator. This type of
message is played in all initialized Personal Mailboxes arid plays immediately
when the mailbox is opened by the owner. It is automatically deleted after the
mailbox owner listens to the message.

Business Status
A StarTalk setting that tells StarTalk whether a company is opened or closed for [REREEY]
business.

Call Path
The route an incoming call takes along a CCR Tree. Each call path provides
the caller with options and access to points.
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Call Transfer
A transfer directly connects the caller with the desired extension.

Class of Service
A predetermined number designation that specifies the StarTalk options for a
mailbox.

Company Directory
An internal voice list that contains the names of users with initialized mailboxes
who have been designated to appear in the directory.

Configuration
The tasks involved in setting up the different parameters of StarTalk. For
example, configuring the telephone lines answered by StarTalk.

Configuring StarTalk lines
The tasks involved in determining which incoming telephone lines of a business
are answered by StarTalk and which Greeting Table is assigned.

Conventions
The way certain information has been described. For example, using
underlined text to represent second-line display prompt information.

Custom Call Routing Tree
Call paths that allow users to select options to direct their own calls.

Default
The parameters that are preset within the StarTalk Mini module. :

Designated operator
An individual in a company who has been assigned to answer the StarTalk
operator request option.

Destination

Where a call is transferred from an Information Message or a Leave Message
Point. There are two destination types: Home Menu and disconnecting the
caller.

Display
A one or two-line screen on a Norstar telephone that shows StarTalk com-
mands and options.
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Display buttons
The three buttons that appear on a Norstar two-line display. When pressed,
these buttons select the specified StarTalk option.

Display options

The choices available to a user that appear on the Norstar two-line display.
Options appearing on the display can be selected using the display or dialpad
buttons.

Envelope information

A date and time stamp that appears on all messages feft in a mailbox. When
the message has been left by another mailbox owner, envelope information
includes the message sender’s name.

Extensions
A two to seven digit number that is used to reach a designated telephone.

Feature Code
A unique three-digit code that is used to access StarTalk features and options.

General Delivery Mailbox
One of the two Special Mailboxes used to collect messages for individuals in a
company who have not been assigned Personal Mailboxes.

Greetings

There are three types of StarTalk greetings: Company Greetings and Personal
Mailbox Greetings and Information Mailbox Greetings. Company Greetings are
played by the Automated Attendant to incoming callers. Personal Mailbox
Greetings are played to callers who want to leave a message in the selected
mailbox. Information Mailbox Greetings are playgg to describe goods or
services available to callers.

Greeting Table
A StarTalk unit for storing recorded greetings and the outside line number
answered by StarTalk.

Group Lists

A collection of mailbox numbers that are assigned a special “Group” number by
StarTalk. When a message is sent to a Group List, all mailboxes contained in Glossary
the list receive the same message.

Guest Mailbox
A mailbox that is assigned to a user who does not have an extension.
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Home Menu

An introduction voice prompt can be a menu, or a message. The Home Menu
provides a list of single-digit options to a caller. A caller, after listening to the
Home Voice Menu, selects the option by pressing a number on any tone dial
telephone. The Home Message can also provide information to a caller. After
the Information Message plays, the call is disconnected.

Home Menu Voice prompt

A voice prompt that provides an Information Message or a list of number
options. When pressed, these options route a caller to: a next level menu, an
Information Message, a Leave Message Point, or an extension.

]

Information Mailbox
A mailbox that provides a caller with a message describing goods or services
available from your company.

Initialize mailbox
Preparing a mailbox to receive messages, which includes changing a mailbox
default password and recording a Company Directory name.

Initializing StarTalk
Preparing the StarTalk settings that are used in mailbox number length and
language preference. This also includes setting the StarTalk date and time.

Intercom number length
The number of digits in a Norstar extension and a StarTalk mailbox number,
The intercom number length ranges from two to seven digits.

Leave Message
The StarTalk Feature Code used to leave messages in StarTalk mailboxes.

Leave Message Point
A point along a CCR Tree call path where the caller has the option to leave a
message in a mailbox.

M7100 Telephone
The Norstar model M7100 telephone that has a single-line display, and one
programmable button without an indicator.

M7208 Telephone
The Norstar model M7208 telephone that has a single-line display, and eight
programmable buttons with indicators.
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M7310 Telephone

The Norstar model M7310 telephone that has a two-line display with three
display buttons, 10 programmable buttons with indicators, and 12 dual program-
mable buttons without indicators.

M7324 Telephone
The Norstar model M7324 telephone that has a two-line display with three
display buttons and 24 programmable buttons with indicators.

Mailbox
A storage place for messages on the StarTalk Mini system.

Mailbox List

Part of the StarTalk Mini Programming Record that contains mailbox
information which includes mailbox number, assigned extension number, user
name, and Directory Overrides.

Mailbox number length
The number of digits allowed in a mailbox number. The mailbox number length
ranges from two to seven digits.

Mailbox Overrides

The two Mailbox Overrides are optional parameters in addition to the Class of.
Service values. The Mailbox Overrides are: Include in Company Directory and
Message Waiting Notification.

Menu Point

A point along a CCR Tree call path where voice prompts provide a caller with a
list of options.

Message Delivery options

Message sending options that are stamped onto a message. There four
Message Delivery options: Normal, Certified, Urgent and Private. A Message
Delivery option can be assigned to a message after a user has selected a

mailbox, or after recording a message.

Message Waiting Notification
A displayprompt that-informs a mailbox owner when a message has been left in
a mailbox. Thiis StarTalk feature is a Mailbox Override. Glossary

Off-premise Message Notification
Allows you to direct your messages to any telephone number, extension or to a
pager. This StarTalk feature is part of the Class of Service.
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Operator default extension

The receptionist or StarTalk designated operator’s default extension. This
default is preset to None, and must be changed to any valid extension that
operates on the Norstar Business Communication System.

Operator Status
The StarTalk indicator that determines if a company’s receptionist or designated
operator is available.

Option
A StarTalk choice that is given to a user through voice or display prompts.

Password
A four to eight digit number that is entered using the dialpad. A password is
used to open mailboxes or perform configuration tasks.

Path Number

An identification number assigned to a path on each CCR Tree. The number
represents the sequence of digits that callers enter to route themselves along
the call path.

Personal Mailboxes
Mailboxes that are assigned to users as a place to store messages.

Point
A point is an option along the call path of a CCR Tree. A point can be the
Home Menu, a menu, an Information Message, a mailbox or an extension.

Primary greeting
The main greeting played in a Personal Mailbox to callers wanting to leave a
message.

" Programmable memory buttons

Buttons on the Norstar one and two-line display telephones that can store
feature codes. and numbers.

Registering mailboxes

A System Coordinator task that adds mailboxes to StarTalk using the Configu-
Glossary ration Feature Code.

Reports

The six different types of reports used to view StarTalk programming, and the
amount of available message storage time as well as CCR programming and
administration.
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Resetting passwords
A System Coordinator task that changes a mailbox password from its current
setting back to the StarTalk default setting 0000 (four zeros).

Resetting StarTalk
Returning the StarTalk voice module to its original default settings.

Special Mailboxes

The two mailboxes used by the System Coordinator and designated StarTalk
operator. The two Special Mailboxes are: System Coordinator and General
Delivery.

StarTall-(‘ Mini Programming Record
The Norstar outline where StarTalk configuration and CCR Tree information is
written down.

System Coordinator
The person responsible for configuring, updating, and maintaining the StarTalk
Mini voice module.

System Coordinator Mailbox
One of the two Special Mailboxes used by the System Coordinator for sending
Broadcast Messages. This is the System Coordinator’'s Personal Mailbox.

Tone dial telephone
A push button telephone that emits DTMF tones.

Transfer Point
A message that provides a single-digit option to access a mailbox or an %
extension.

Voice prompts

The prerecorded voice instructions that-are played when accessing the different
StarTalk features and options. Voice prompt also enable a caller to proceed
along the call path of the CCR Tree.

Glossary
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A

Afternoon Greeting, 5-5, 7-7
Alternate greeting, 6-2, 6-24
Alternate language, 3-2, 3-1 2, 5-6, 5-1 8
Greeting Table, 5-9
Analog Terminal Adapter, 2-11
Announcements, mailbox, 1 [-2
see also Information Mailbox
Answer keys, see Appendix D
Assembling a Tree, 4-5, 4-8
Attendant sign ON/OFF, 7-I
Automated Attendant, 2-2, 2-5
availability, changing, 7-1 2
changing, 7-12
disabling, 7- 2
language selection, 3-I 2
menu prompt, 2-5, 7-12
recording, 7-1 4
Automated Attendant menu prompt, 7- 4
enabling, 7-12

B

Bilingual capability, 3-2
disabled, 3-1 3
enabled, 3-13

Broadcast Message, 1 |-l
sending, 1 I-2

Building a Tree, 8-1, 8-2

Business Hours, 3-3
setting, 7-7

Business Status, 7-5
setting, 7-6

Button options, 2-1 0

Index

C

Call Forward All Calls, see Appendix D
Calling message sender, 1 O-6
Centrex, see Appendix A
Class of Service, 6-2
changing, 1 O-1 3
Summary Table, 6-4
Clock, see Date and Time
Command line, display, 2-1 0
entering information; 2-1 2
Company Directory, 2-6
Group List name, 1 I-7
override, 1 O- 6
selecting from, 2-9
recording, 6-1 9
Company Greetings, 5-7
preparing, 5-5
recording, 5-7
Components, 2-|
Configuration, lines, 5-1 1
adding, 5-11
changing, 5-1 5
tips, see Appendix D
viewing, 5-1 5
Conventions, |-4
Copying messages, 1 0-4
Custom Call Routing, 4-I
administering, see Section 9
setting up, see Section 8
Customized Automated Attendant prompt,
recording, 7-14
enabling, 7-1 2
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D

Date and Time, Feature Code, 2-4 General Delivery Mailbox, 2-6
setting, 5-2 messages, 1 0O-6

Default values, see Appendix B
Delayed answering, see Appendix D
Deleting a Tree, 9-6
Destination type, 4-4
assigning, 8-7, 8-1 0
changing, 9-22
Disconnect, 4-4, 4-9
Dialpad, using, 2-9
Directory Number Feature Code, 2-3, 2-5
Directory Report, 12-2
Disabling a Tree, 9-2
Display options, 2-1 0
Documents, |-5

E

Enabling a Tree, 8-3, 8-12

Entering data, 2-| 2

Erasing a Path, 9-8

Error messages, see Appendix £

Evening Greeting, 5-4, 7-7,
see also Business Hours

Exiting from StarTalk, 2-1 4

Extension, mailbox, 1 O- 0
changing, 1 O 1
operator, 7-1 0

F

Feature availability,.3-6

Feature Codes, 2-3
availability, 3-6
default, 3-3
descriptions, 2-4
determining, 3-6
frequently used, 3-10
verifying, 3-8

Y@ Feature compatibility, see Appendix A

Greeting Summary, 3-4
Greetings,

Afternoon, 5-4, 7-7, see Business Hours
assigning to the table, 5-9

Company, 5-7

duration, 5-6

Evening, 5-4, 7-7, see Business /-fours
length, 6-3

Morning, 5-4, 7-7, see Business Hours
personal, 6-2

preparing, 5-5

recording, 5-7

selecting, 6-24

Special Mailboxes, 6-21

type, 5-4

Greeting Table,

information, determining, 5-5
organization, 5-4

setting up, 5-4

using alternate language, 5-6

Group List, 3-2, 3-4
Group Lists, 6-3

adding, 1 I-5

deleting, 1 |-l 2

members, changing, 1 I-9
preparing, 11-3

Report, 12-3

viewing, 1 -l 1

Group Messages, 11-3

preparing, 11-3
sending, 1 |-1 4

Guest Mailboxes, 2-7, 6-l

adding, 6-11
List, 3-4
using, 6-9

Guide organization, |-l
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H

Hardware,
Norstar, 3-2

Home Destination type, 4-4
assigning, 8-7, 8- 0
changing, 9-22

Home Menu, 4-2, 4-6, 4-7

Home Menu Voice prompt, 4-2
recording, 8-3

|
information Mailboxes, 2-7, 6-2
adding, 6-14
using, 6-1 3
Information Message, 4-3, 4-6, 4-7
adding, 8-5, 9-1 1
changing, 9-1 3
Initializing, StarTalk, see Appendix C
Intercom number length, 3-5

L

Language,
availability, 5-1 8
capability, 3-1 2
changing, 5-1 8

Class of Service, 3-12
feature summary, 3- 3
Greeting Table, 5-4
options, 3-2
preference, 5-9
prompts, 6-2
Leave Message Feature Code, 2-3, 2-4
Leave Message Point, 4-3, 4-6
adding, 8-9
changing, 9-1 9
Line answering, assigning, 7-9
Line configuration, 5- 1
changing, 5-1 5
viewing, 5-1 5
Line data verification, 3-2
Line number summary, 3-4
Link, 2-1 1

M
M7100, 2-10
M7208, 2-10
M7310, 2-10, 5-1
M7324, 2-10, 5
Mailbox, about, 2-6
adding, 6-7
changing, 1 O-1 0
deleting, 10-1 9
greeting, 6-21
initializing, 6-1 8
List, 3-4, 6-5
message time, 6-2
number length, 3-2, 3-5
opening, 1 0-3
operator, 6-26
options, 1 O-1 0
overrides, 6-3, 6-5, 10-16
owner, name, 1 O-1 4
passwords, 6-1 8
report, 12-4
resetting, 1 O-1 8
rules, 2-7
selecting, greeting, 6-24
sample list, 6-6
Mailbox Activity Report, 12-4
Mailbox announcements, 6-1 3
Broadcast Message, 1 |-, 1 I-2
see also Information Mailbox
Memory button, 3-10
programming, 3-1 0
Message,
Broadcast, 1 |-l
copying, 1 O-4
Delivery options, 1 O-2
error, see Appendix E
group, 1 I-3, 1 1-14
listening to, 10-2
replying, 1 0-6
report, 12-3
trouble, 13-3
Message length, 6-2
retention, 6-2

StarTalk Mini Set Up and Operation Guide


Brandon Hunt



telemanuals.com

Index = 4
Message Usage Report, 12-3 P
Message Waiting Notification, 6-3, 6-5 Passwords, 6-1 8
setting for ATA, 2-1 1 operator, 7-3
Morning Greeting, 5-4, 7-7, resetting, 1 O- 8
see also Business Hours System Coordinator Password, 13-4
Path, erasing, 9-8
Path not available, 13-7
N Path numbers, 4-5
Non-business Hours Greeting, 5-4, 7-7, Personal Greeting, 6-2
see Business Hours selecting, 6-24
Norstar, Personal Mailboxes, 2-7, 1 0-8
configuration, see Appendix D adding, new, 10-8
feature compatibility, see Appendix A initializing, 6-1 8
hardware verification, 3-2 Point, 4-2
o intercom number length, 3-5 adding, 9-1 1
line data, 3-2 leave message, 4-3
only DN, see Appendix A Transfer, 4-3
Number of rings, assigning, 5-I 3 Prerequisites, -5
Numeric Subscriber Mailbox Report, 12-2 Printing Reports, 12-7
Primary language, 3-2,3-| 2
Programming memory button, 3-1 0
0 Programming Record, summary, 3-I
Off-premise Message Notification, 6-3 photocopying, 3-3

Opening mailbox, 10-3
Open Mailbox Feature Code, 2-3, 2-4

Operating trouble, 13-3 R
Operation task, summary, 2-1 5 Receptionist Sign ON, 7-I
Operator available, 7-I Recording, greeting, 5-7
Operator default extension, 7-1 0 Automated Attendant prompt, 7-14
changing, 7-1 0 Registering mailboxes, 6-I
Operator Mailbox, 6-26 Replying to a message, 10-6
Operator Status Feature Code, 2-3, 2-4 Reports, 2-14, 12-1
password, 7-3 printing, 12-7
resetting password, 7-4 Resetting Operator Password, 7-4
setting, 7-2 Resetting StarTalk, 3-5, see also Appendix C
Optional equipment, 3-3 Ringing answer button, see Appendix D
Options, selecting, 2~10 Ringing lines, see Appendix D
Organization, guide, Il Rings, assigning, 5-1 3
Overrides, 6-3 RS-232, printer, 3-3
changing, 1 O- 6 RS-232 terminal, 3-3
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S U
Sample, set up, see Appendix F User Mailboxes, 6-1,10-8
Saving a Tree, 82, 8l 1 Users, 2-3
Setting up, Using CCR, 4-|
requirements, 5-|
Set up tasks, summary, 2-15
Software version, V
determining, 3-9 Voice prompts, 2-1 3
Special Greetings, 5-5 interrupting, 2-1 3
Special Mailboxes, 2-6, 6-16 Volume control, 1 0-2
administering, 1 Ol
opening, 1 0-3

recording greetings, 6-21
System Administration Feature Code, 2-3, 2-4
System Coordinator Mailbox, 2-6, 6-1 7
System Coordinator Password, reset, 13-4
System Group List Report, 12-3
System trouble, 13-

T
Time and Date, setting, 5-2
Transfer Extension 4-3, 8-1, 8-8
changing, 9-1 6
Transfer Point, 4-3, 4-4, 9-1 1
adding, 8-8
changing, 9-1 6
Tree, 4-2
building, 8-1, 8-2
changing, 9-1, 13-6
deleting, 9-6
designing, 4-8
disabling, 9-2
example of, 4-6, 4-7, see also Appendix A
numbers, 8-2, 9-4
Report, 12-6
saving, 8- 1
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