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How To Use This Guide

Introduction

Introduction

How

This
Guide is
Organized

This Guide is designed to assist you in setting up and operating the Norstar
Business Communication System StarTalk voice module. The setup 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 Guide carefully.

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

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

The StarTalk System Coordinator’s Set Up and Operation Guide is organized
according to sections that cover:

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.
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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.

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 outdial
channels.

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 Operator 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.

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

Troubleshooting StarTalk - provides diagnostic and recovery procedures for
problems that might occur while setting up and operating StarTalk.

Appendix A - covers Norstar feature compatibility, and describes how some
Norstar features work in conjunction with StarTalk.

- Appendix B - covers the StarTalk 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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Knowing

The
Different
Symbols

As you work through this Guide, you will natice that conventions have been
used to represent the words that appear on the Norstar display.

Long Boxes

Words enclosed in long boxes represent the command line of the display. Any
word or prompt that is part of the first line of the display appears in a long box.

Example: | _Psud: |

When you see a word enclosed in a fong square box, it represents the action
you must take to proceed.

Rounded Boxes

Words enclosed in rounded boxes represent options that appear on the second
line of the Norstar display. Any option that is part of the second line on the
display is enclosed in a rounded box.

Example: Press NBOX

When you see a word enclosed in a rounded box, you can press the button
directly under the option on your Norstar display.

Shadowed Boxes

This Guide uses dialpad button representations in shadowed boxes. 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 préss 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  <mailbox owner's last name and first initial>
The information in angled brackets describes what you should enter. Inthe

example above, you would enter a user’s last name and first initial by pressing
the corresponding dialpad buttons on your Norstar telephone.

StarTalk Set Up and Operation Guide
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Introduction

What We have attempted to make this Guide as easy to use as possible. The
Ap pears telephone displays shown throughout this Guide use StarTalk's default settings _
and sample names.
On the

Display Far example:

This display shows an example of the StarTalk Directory Number (DN).

Note: For examples of the different main menus appearing on the display with
optional software enabled, refer to Appendix B, Configuration Defauit
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 Formore information about StarTalk, refer to the:
Documents StarTalk User Card
StarTalk Reference Guide
StarTalk installation Guide
StarTalk Programming Record
StarTalk Custom Call Routing Set Up and Operation Guide
StarTalk Application Guide
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Learning About StarTalk 2

About
StarTalk

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

covers:
*  basic system operation
o using the Feature Codes
*  the Automated Attendant
»  the Company Directory
+ thedifferent mailboxes
. Custom Call Routing
¢ using the dialpad
¢ the Norstar display
*  voice prompts
e exiting from StarTalk
*  yourrole 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 1o extensions and mailboxes within the system.

StarTalk has three main components:

e Automated Attendant
*  Mailboxes (Voice Messaging)
*  Custom Call Routing (Optional)
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The first component is the Automated Attendant. The Automated Attendant
works like a receptionist would when answering incoming calls. The Auto-
mated Attendant plays a list of options to a caller through a voice prompt. |f
users know which aption they want, they can interrupt the Automated Attendant

About by pressing their selection on the dialpad of any tone dial telephone.
StarTalk

Once 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:

*  Primary and Altemate Greetings
. Password Selection

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

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

* listen to pre-recorded information messages
o selectamenu

*  leave a message in a mailbox

*  transfer to an extension

For more information about CCR, refer to the StarTalk Custom Call Routing
Set Up and Operation Guide.
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Who SstarTalk can be used by any outside caller, and by mailbox owners in your
Can Use company. Away from the office, StarTalk can be used with any tone dial i
telephone. Inside your office, StarTalk can be used from any Norstar or tone
StarTalk iaitelephone connected to your Norstar system. m
out
Note: Incoming calls from a rotary dial telephone are transferred to your StarTalk
company receptionist or designated operator. If the operator is not available,
the caller is directed to the General Delivery mailbox.

“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
Feature of StarTalk. To use a StarTalk function, a Feature Code must first be entered.
There are six Feature Codes that work with StarTalk.

Codes

The default Feature Codes that work with StarTalk are shown in Table 2.1.

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

s 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 [[Feature ]

Open Mailbox Feature Code

Is used by mailbox owners to open their personal mzilboxes. All personal
mailboxes are protected by a password that is established by the mailbox
owner.

To use the Open Mailbox feature, press H Feature | “8“’"]

Operator Status Feature Code

Is used by the System Coordinator, receptionist or designated operator to set
the operator status. When an aoperator 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 151 1241

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

Date and Time Feature Code

Is used by the System Coordinator to set the StarTalk date and time. Star-
Talk'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 - -
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StarTalk Directory Number (DN) Feature Code
Is used to determine StarTalk's Intercom Number. This numberisusedto
forward a Norstar telephone to StarTalk, and to use StarTalk from a single line

set attached to an Analog Temminal Adapter (ATA). b
out

To use the StarTalk DN feature, press [Feawe | [0 [E™] [E<] JEEYER

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 [Feature ] 2] '

Note: Do not put the call on hold. Feature 986 must be entered while the call is
active.

About the The Automated Attendant s 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 one of
Attendant siraks Greeting Tables. 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 altemate 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 calleris retumed 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.
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About the
Company
Directory

About
StarTalk

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 option. The Company

Directory can also be opened by pressing when the Automated Atten-
dant announces 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 System.
There are two groups of StarTalk mailboxes:

. Special Mailboxes
. Personal Mailboxes

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

»  System Coordinator Mailbox
e General Delivery Mailbox
e Trouble Mailbox

For more information about the Special Mailboxes refer to Section 5, Setting
Up Mailboxes.
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Personal Personal mailboxes are assigned by the System Coordinator and maintained
Mailboxes by the mailbox owner. There are three kinds of Personal mailboxes, which

include:
. User Mailboxes About
. Guest Mailboxes StarTalk

. Information Mailboxes

StarTalk can store 500 mailboxes. This total can include any combination of
User, Guest, or Information Mailboxes. For a description of Personal Mail-
boxes, refer to Section 5, Setting Up Mailboxes.

MailboXx onlya few rules apply to the StarTalk mailboxes. These rules should be given
Rules !oanyuser who is going to have a mailbox.

The mailbox rules are:
1. Apassword is always needed to open a mailbox.
2. Amailbox can be opened from any Norstar telephone from the

[ Lag: | 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 | Psud: | prompt. To reach the
[Log: | prompt, press CoTHR) or [

When a Norstar single line display is being used, press
toreachthe | Log: | display prompt.

3. Amailbox must be initialized before it can be used.

StarTalk Set Up and Operation Guide
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Using the
Norstar
Dialpad

The buttons on the dialpad act as both numbers and letters. Each button
represents a number and also represents letters of the alphabet.

StarTalk knows when an alphabet letter is required. When an alphabetical entry
is required on the command line of the display, press the dialpad button 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:

7 [ 6 =

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 or To

view all the names in the Directory press [F¥_]  Then press 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

. using StarTalk.
With a Two

Line Thedisplay can provide up to three display button options at a time. In some About
Display instances, you must wait for the vaice prompt to play the other available StarTalk
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

fAdmin
NBOX AR GLIST

Display Buttons

Figure 2.2 - Norstar Two Line Display

Using The Norstar display on M7100 and M7208 telephones is a single line display

StarTalk that can be used for any StarTalk session. Any configuration task, such as

. setting the date and time, requires you to use an M7310 or M7324 two line

With a display telephone.

Single Line N S .
. When you are using a Norstar telephone with a single line display, all options

D|Sp|ay are given immediately through the StarTalk voice prompts and are selected

using the dialpad only.
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Using
StarTalk
With an
Analog
Terminal
Adapter

A single line, tone dial telephone connected to a Norstar KSU through an
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 -
System Administration tasks.

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
voice prompts. The StarTalk DN is determined by using Feature 985on a
Norstar telephone.

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

o 1™ to open your mailbox.

or
Cnk 101 to leave a message,
and '

follow the voice prompts.

Once you have opened the StarTalk feature, 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 Enhanced ATA, message
Waiting Notification should be set ta NO. For more information about setting up
mailboxes refer to Section 5, 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
Into the !© beentered combined total more than 16 characters. The prompt will remain
Command on the display when less than 10 characters are entered. The maximum number
. of characters you can enter is 16. About
Line R EEEEEE—————— StarTalk

For example: i Psud: 1111

A 0 THR RETRY

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

Name :
Glist:
Log:

Forinstance, when the display shows:

BKSP

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 | Name : ] command and
changes to show:

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

{ NARTIN, S

H RETRY BKSP

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
VOICe session. Ona Norstar single line display telephone, the voice prompt plays

About Prom pts immediately. When you do not select an option within an additional four
StarTalk 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. Avoice prompt can be stopped by pressing [F_] 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 3
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
tel=phone.
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About the starTalk Reports are available o view and verify StarTalk set up information.
StarTalk There are five StarTalk Reports: )

Re ports «  Directory Report (1): lists the mailbox users who appear in the

Company Directory. gbo? )
tarla

«  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.

You must have an RS232 printer connected to StarTalk to produce reports. For
more information about StarTalk reports refer to Section 9, StarTalk Reports.

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

From

1. Hanging up the handset.
StarTalk

2.  Pressing an altemate line button.

3. Pressing

Note: When you press [Feawre ] the StarTalk session ends in two to three
seconds, except when you are transferring a caller to a mailbox.
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Your Role As 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. .
Coordinator

About
StarTalk Set Up Tasks

» Completing StarTalk Programming Record
e Preparing StarTalk information

» Setting StarTalk Date and Time

» Setting the Business Hours

* Recording the Company Greetings

* Assigning Greetings to a Greeting Table
» Assigningthe Automated Attendant Lines
» Assigning a Line to a Greeting Table

» Changing StarTalk's Language Capability
» Setting Up the Mailboxes

¢ |nitializing the Special Mailboxes

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

e Sending Broadcast Messages

* Adding a Group List

e Changing a Group List

» Viewing Group Lists

* Deleting a Group List

e Sending a Group Message

* Deleting Messages

¢ Printing Reports

Table 2.2 - Set Up and Operation Task Summaries
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Preparing To Set Up StarTalk 3

Preparing
To Set Up

Introduction Preparing to set up StarTalk involves collecting the StarTalk set up information.

To set up StarTalk you need to know about the: StarTalk

«  StarTalk Programming Record
. Intercom Number (Directory Number) length
. Programming memory buttons

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

' The The StarTalk Programming Record contains information about your company’s
StarTalk Norstar Key Service Unit (KSU) and StarTalk. This Record is provided to you

p by your StarTalk installer or your customer sales representative.
rogram-

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

. Norstar Hardware Verification

. Norstar Line Data Verification

o StarTalk Hardware Verification

»  StarTalk Initialization Verification
. StarTalk Feature Codes

Italso provides a Greeting Table Summary, Greeting and Line Summary,
Mailbox List, and Class of Service Table. 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 Norstar KSU, and KSU software version being used in your company. It also
Verification includes the type of telephone being used to program StarTalk. '

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.

Preparin
To sf) ot U;g) Norstar This section of the Programming Record provides information about the number

StarTalk Line Data of telephone (CO) lines in your company. You need to know the line numbers

Verification SO You canassign the lines to a StarTalk Greeting Table. You also need to
know the Directory Number Length. The DN length ranges between 2 and 7
digits. For more information about determining the DN length, refer to the
Installation Guide.

StarTalk This section of the Programming Record has information about the StarTalk
Hardware model being used in yourcompany. This section verifies the size, in minutes, of
Verification the StarTalk model, and the number of available StarTalk voice channels.

The Message Storage Pack: the size, in minutes, of the StarTalk message
storage pack is useful for determining how much maibox and message informa-
tion StarTalk can store. For example, if you are using a StarTalk model 385, this
means your company can store 385 minutes of greetings and messages.

The StarTalk Voice Channels: the number of channels available on StarTalk
determines how many StarTalk sessions can take place at the same time.

Optional This section of the Programming Record has information about the optional
Equipment equipment attached to your StarTalk module. If required, you can attach a
floppy disk loader. You can also attach an RS232 terminal. If you are printing
reports, you must have an RS232 printer connected to StarTalk.
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StarTalk This part of the Programming Record covers:
Initialization Mailbox Number L o o _ i
Verification allbO)_( umber 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.

Bilingual: this identifies whether or not the module has bilingual language
capability. Two types of StarTalk modules with bilingual capability are available:

one type uses English and French, the other uses English and Spanish. This Preparing

section of the Programming Record provides a space to record which languages S Up
StarTalk

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
altemate 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 8, Sending a Message to More than One Mailbox.

Important: If you need to add the Group List capability or change the Group
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 StarTalk
Programming Record.
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StarTalk
Feature
Codes

Prepating Business

To Set Up Hours
StarTalk

Summary
Tables and
' Lists

About the
Greeting Table
Summary

The Feature Codes section of the Programming Record summarizes the
StarTalk default Feature Codes 980 through 986. It also provides a space to
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.

This section of the Programming Record shows the default business 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 hour.

The StarTalk Programming Record also provides a Greeting Table summary, a
Line Number Summary, Greeting Summary, and Mailbox information 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.

The StarTalk Greeting Table Summary assists you in summarizing the way a
Greeting Table is organized. This section of the Programming Record allows
you to specify the business hours, language preference, and Call Transfer type
being used in a Table.

For more information about setting up and using Greeting Tables, refer to
Section 4, Setting Up StarTalk.
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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, the number of rings before StarTalk answers, and
Summary which Greeting Table the line is assigned to.

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.

Preparing
To SetUp
StarTalk

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 500 mailboxes. These can be any combina- -
- tion of Personal, Guest, or Information mailboxes.

For more information about setting up mailboxes refer to Section 5, Setting Up
Mailboxes.
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Intercom
Number
Length

Resetting
StarTalk

To use StarTalk, the Norstar Intercom Number and the StarTalk mailbox
number lengths must be the same. The StarTalk Mailbox Number Length was
established during the StarTalk initialization performed by your installer.”

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. ‘

StarTalk is only reset if you have to change the StarTalk Mailbox Number
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
Programming Record.
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Determining StarTalk uses Feature Codes 980 through 986. Before you continue with the
the Feature set up, ensure these Feature Codes are available. It is possible that some

Codes

Feature Codes might be in use with another Norstar product, suchas 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:

' Preparin
1. From a Norstar M7310 or M7324 display telephone, press To get U%
[Feaure 1 [ 1 The display shows StarTalk

Leave msg: and the Feature Code.

2. Toview the next Feature code, press
The display shows the next Feature Code display prompt and

number .

3. Continue pressing 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.

_ Leave msg:

Feature 9 _

i Feature i ITW

Feature 9

“ Fealure IM

{ Operator: F9xx
NEXT

Feature 9 __
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Feature 9 __

admin: F9xx :
NEXT-;

i Feature i WW

Preparing

To SetUp _
StarTalk Feature 9 __ __

]

{ StarTalk ON: F9xx

Feature 9 ___

Feature i ”8“‘"] HGMNOI

QUIT

Feature 9 ___

Note: For more information about Feature Codes, refer to Section 2, Feature
Code Descriptions.
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Verifying starTalk uses default Feature Codes 980 through 986, or assigned Feature
the Feature Codesasdescribed in Determining the StarTalk Feature Codes, earlier in

this section.
Codes

To verify the StarTalk Feature Code display prompts:

1. Froma Norstar M7310 or M7324 display telephone, press each
StarTalk Feature code. The display shows the Feature Code's

display menu. Preparing

StarTalk

' [ Feature i W -“ 0 QZI To SetUp

i Feature i IIQW" :i HBTU"I-

[Feawre ] oA [le~] 29

iFeature i "9‘”"1"8‘”"'“3“"

i Feature i “_—m-

Fan ARGl — pr—mmmmm—

0K

[Feawre (] [E=[E™q
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Determining Knowing the StarTalk version being used allows you to identify software feature
the StarTalk @vailabilly.

Software To determine the software version of your StarTalk module:

Version |
1. Press [Feare ]

The display shows:

{ Log:
: 0K

Preparing
To SetUp

StarTalk 2. Enter

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to

Appendix B.
3. Press
The display shows:
4. Press -
The display shows:

{ StarTalk 2.0.1

To end the StarTalk session, press

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
mi ng amemory button for the StarTalk Feature Codes you will be using most often.

a Me MOTY  The most frequently used StarTalk Feature Codes are:

Button
. Leave Message Feature 980
+  OpenMailbox Feature 981
¢ Operator Status Feature 982
«  SystemAdministration  Feature 983 Preparing
«  Transfer Feature 986 ToSetUp

StarTalk

To program a memory button:

i Press |[Feawe | [ ][

{ Press a button
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2. & -xctaprogrammable button.
3. g5 | Feawre ] -
4.  Enterthe StarTalk Feature Code number. For example, 983.

On Compact DR2 and Modular DR2 systems the display shows:

Preparing
To SetUp
SIEE

5. Labelthe 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 starTalk designates one language as a primary language, and the other
language as an alternate language. The installer determines the initial lan- -
Langu?.ge guage availability during the StarTalk installation, you determine which lan-
Capabﬂ 'ty guage is going to be 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 altemate

language.

) . Preparing
The language option can be changed at any time. Refer to Section 4, Chang- [EEsRINEPS
ing StarTalk's Bilingual Language Capability. StarTalk

When StarTalk’s language option is enabled, the Automated Attendant allows
users 1o select either the primary or alternate language. This is not a pre-
recorded option. For the option to be announced you must inciude the option in
the company greeting that you record. For more information about recording
greetings with a language option refer to Section 4, Recording the Company
Greetings .

important: |f 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 detemmine which language is used by the mailbox. Forinstance, Class
of Service numbers 1, 3, 5,7, 9, 11, 13, and 15 default to the primary language,
and Class of Service numbers 2, 4, 6, 8,10, 12, 14, and 16 default to the
altemate 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 Language Prompts Primary Language Prompts Only
Classes of Service 1,3,5,7, 9, 11, 13, All Classes of Service use the
Preparing . and 15 use the Primary Language Primary Language Only
ToSetUp Classes of Service 2, 4, 6, 8, 10, 12, 14,
StarTalk and 16 use the Alternate Language
Feature Code 983 Language preference Feature Code 983 Language
display available preference display not available
Automated Attendant Language Selection Automated Attendant Language
option 9 available 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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Introduction This section describes the tasks you perform to set up StarTalk. Setting up
StarTalk involves:

+  setting the date and time Setling

+  setting up the Company Greeting Table Up -
StarTalk

¢ determining which company lines will be answered by StarTalk
. recording your Company Greetings

¢ assigning a greeting to a Greeting Table

+  recording the customized Automated Attendant Menu Prompt
e numberof 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 Before you begin the StarTalk set up, ensure you have:
You Start Read through Section 3, Preparing to Set Up StarTalk.
A completed StarTalk Programming Record.
Verified StarTalk Feature Code availability.
An M7310 or M7324 two line display telephone.

bl A

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 time and date. 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 ©Once 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:

i s —---

Setting The display shows:
Up

StarTalk

2. Enter ---ﬁ--

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mallbox combinations, refer to
Appendix B.

3. Press
The display shows:

4. Press { CHNG

The display shows: Enter yymmdd:

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, 1991 must be
entered as 910207.
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6. Press NEXT

. The display changes to show the time. -

7. Press
The display shows:

’ Enter hham: 3
L 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.

Setting
Up
StarTalk

{ Enter hham:<time>

The display shows:

Note: To retum to the date display, press
Toend the StarTalk session, press
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Setting
Up the
Greeting
Tables

Setting
Up

StarTalk

Setting Up
the Greeting
Tables
Using the
Alternate
Language

StarTalk Greeting Tables store the greetings played by the Automated Attendant
to incoming callers. There are four Greeting Tables, numbered 1 to 4. Each
Greeting Table is divided into four sections. The four sections of each Greeting
Table represent your company greeting for:

morning
aftemoon
evening
non-business

Note: Table 6.1 in Section 6 shows time segments for the morning, aftemoon,
evening, and non-business hour greetings.

StarTalk can store a total of 40 greetings in memory, but only 16 greetings can
be assigned to the four Greeting Tables at any one time. The greeting numbers
assigned to the Tables can be any greeting that you record and number from 1
to 40. Greetings 39 and 40 can be used to replace the Automated Attendant
Menu Prompt.

Note: For more information about the Automated Attendant Menu Prompt refer
to Section 6, Setting the Operator Status.

After all the greetings are recorded and assigned to the different lines in your
company, they can then be assigned Greeting Table numbers. Forexample,
your main business line might be assigned to Greeting Table 1, while your
accounting department line might be assigned to Greeting Table 3.

When you are using StarTalk's bilingual language capability, and are also using
both the primary and alternate languages, we recommend assigning one or two
of the Greeting Tables to the altemate language. For example, if your company
has three incoming lines and you would like one line assigned entirely to the
altemate language, you must assign that line to a Greeting Table where all the
greetings are recorded in the alternate language.

This means, you could record greetings 5, 6, 7 and 8 in the alternate language
and assign the greetings to Greeting Table 3 for line 2.
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How a You can record four company greetings for each table. There is a total of 16
Greeting greetings stored on all four Greeting Tables at any one time. A number from 1
Table is 1040 mustbe assigned to any greeting that is used in a Greeting Table.

. Figure 4.1 shows how greeting numbers can assigned to the different StarTalk
Organized Greeting Tables.

Seting
Up '
StarTalk

Figure 4.1 - Greeting Table with Greeting Numbers

We recommend using greetings 1 through 16 as your daily business greetings,
and greetings 17 through 40 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 17, and assigned to each
Greeting Table for the non-business hour greeting. When the Business Status
is set to NO, the holiday greeting number 17 would play on all four Greeting
Tables. For more information about selecting greetings refer to Assigning a
Greeting To a Greeting Table, later in this section.
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Determining To set up your company's Greeting Tables, you first need to:

Greetin , . .
1? blg *  detemmine a Greeting Table number for each incoming line -
a_ e *  record your company greetings
Iinformation «  determine the greeting numbers that you will assign to each table

determine a Call Transfer type

When you are setting up your company's Greeting Table information, use the
Greeting Table Summary provided in the StarTalk Programming Record. The
-Programming Record will assist you in organizing your company greeting
information.

. ; Setting

Up Preparing Before you record your company greetings, detemmine the type of greetings to

Your Greetings be used on the different company lines and what you would like the greetings
to say. You must prepare at least four greetings for Greeting Table 1. As you
record your greetings, number them from 1 to 4.

" StarTalk

X

The four greetings will reflect the moming, afternoon, evening and non-
business hour. You must number each greeting 1 fo 4. Forexample:

1) Morning Greeting: *Good Moming. You have reached
Touchstone Marketing."
2) Afternoon Greeting: *Good Afternoon. You have reached
Touchstone Marxeting.”
3) Evening Greeting: *Good Evening. You have reached
. Touchstone Marketing."
4) Non-business Hour Greeting: *You have reached Touchstone

Marketing. Our business hours are
Monaay to Friday from 8 am to 5 pm.
Please stay on the line and leave a
message. Thank you for calling."

Where you are using Guest mailboxes to make customer announcements or
provide ordering information, you must inform callers they can select these
mailboxes immediately by pressing [} and the mailbox number. For
example, if you set up mailbox 417 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 *417."
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Once you have detemined 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. Forthe 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 to select the altemate language.

If you are using a primary and alternate language it is a good idea to record the
option instruction in the alternate language. For example, if you are
using English as your primary language and French as your alternate language, R
your main greeting would be in English and the option instruction would |48
be in French. For example: StarTalk

"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.

Iimportant: Since the Automated Attendant does not announce an altemate
language option, your greeting must instruct a caller to press to use the
altemateianguage. '

Although StarTalk can store 40 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 auto-
matically play on all four Greeting Tables. Additional greetings will not play until
the greetings are assigned to a Greeting Table.

StarTalk greetings can be one to ten 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 seven. This has a maximum greeting length of ten minutes. For instructions
about changing a mailbox Class of Service refer to Section 7, 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. Forbetter results, speak directly into the telephone handse

Greetings

To record a company greeting:

1.

2.
Setting
Up
StarTalk

3.

4.

5.

Press iFeature I W“[@Eﬁ

The display shows:

i QuUIT RETRY 0K

Enter WFWEWF—W

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

Press
The display shows:

Press

Thedisplayshows: [ Auto Atdt Adain
\GRTG  TABLE LINES

Press GRTG e A T

The display shows: H Greeting admin
1 GRTG

Note: Pressing (__ AR ) changes the display to show:
[Return to RAA: Y | For more information refer to
Section 6, Changing the Automated Attendant Status.
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6. Press I S =

The display shows: § Greeting:
RET

7.  Enter <greeting number to be recorded>
Note: This number can be any number from 1 to 40. You do not
have to record your company greetings in numerical order, but
they must be numbered.

8. Press —

The display shows: Greeting 1
RETRY PLAY REC }

Setting ‘

3, m— L S— A Up. ;
9. Press REC StarTalk

10.  Atthe sound of the tone, record your greeting. -
Note: When you have finished recording your greeting do not

hang up the handset.
1. Press to end your recording.
The display shows: Accept greeting?

L RETRY  PLAY

Note: To listen to the greeting, press 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
12.  To accept the greeting, press

To end this StarTalk session, press

You are retumed to the__Auto Atdt Admin | display. Repeat steps
5 through 11 for greetings 2, 3, and 4, and any other numbered greeting you
want to record. ‘

Important: Greetings 1 through 4 are assigned by default to Greeting Table 1

through 4. This means that greeting number 1 will be played in Greeting Table
1,2, 3, and 4 as the moming greeting. If you want different greetings played in
the other Greeting Tables, you must repeat steps 5 through 11, numbering the
greetings sequentially starting with 5, and then assign the greetings to a Table.
Refer to the example Greeting Table on page 4-5. ’
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Assigning a
Greeting

to a Greeting
Table

Greetings 1 through 4 are the default greetings played on all four Greeting
Tables. To play different greetings on Greeting Table 2, 3, and 4, you must
assign a greeting number greater than 4. If you are only using Greeting Table
number 1, the numbered greetings you recorded from 1 to 4 will play automati-
cally. You do not have to assign greetings 1 to 4 to the Table, but you must
select the Language Preference and assign the Call Transfer type.

Before you begin assigning greetings to Greeting Tables, ensure you have
recorded all the greetings that you will need for the different Tables.

Language Preference
The Language Preference you select determines which language the Auto-
mated Attendant uses. There are two language types: primary and altemate.

Note: The language used by a mailbox is determined by the StarTalk Class of
Service. Class of Service numbers 1, 3, 5,7, 9, 11, 13, and 15 use the primary
language. Class of Service numbers 2, 4,6, 8,10, 12, 14, and 16 use the
altemate language. For more information on language options and the Class of
Service, refer to Appendix B.

Call Transfer Type
There are two Call Transfer types: blind and screened.

A Blind Call Transfer type transfers a call directly to an extension.

A Screened Call Transfer type asks the caller to record their name and then
announces the name to the called party. A user, after hearing the name of the
caller, can choose whether or not to accept the call. If the call is not accepted,
the caller is transferred to the user’s mailbox to leave a message.

Important: If you are only gaing to assign a Call Transfer type to a Greeting
Table you must follow all the steps presented in this section. Ateach display,
press untiithe [Transfer type: | display appears.
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To assign greetings, Language Preference, and a Call Transfer type to a

Greeting Table: k
1. Press [[Feaure i- W =]
The display shows:

2. Enter W-Wﬂ---

Note: The first three digits represent the default mailbox number
for your StarTalk System Coordinator Mailbox. The next four digits
represent the default password. The password and mailbox Setting
combination varies depending on the Mailbox Number Length. Up
Mailbox Number Lengths range from 2 to 7 digits. When the StarTalk
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to

Appendix B.
3. Press
The display shows:
4. Press S — -
The displayshows:  H Auto Atdt Admin :
TABLE LINE

L GRTG

5. Press

6. Enter <Greeting Table number from 1 to 4>

.............................................................................

The display shows: 1

PLAY

? Morning:
i CHNG

NEXT )

7. Press

Note: If you are not changing the default greeting number, press
to go to the Aftemoon greeting display.
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8.

Enter <greeting number from 1 to 40>

9. Press P ——— -

The dISplay shows: Morni Ng: gresting nuaber
l CHNG

PLA

10. Press
The display shows:

2
PLAY

? Afternoon:
B CHNG

Setﬁng To continue assigning the Aftemoon, Evening, and Non-business hour
Up greetings to the Greeting Table, follow steps 7 through 10.

StarTalk

When all your greetings have been assigned to a Greeting Table, you must
select the Language Preference and the Call Transfer type.

Note: The Call Transfer type is either Blind or Screened.

From the Non-business hour display:

11, Press
The display shows:

i Lang pref: opri

A CHNG

Note: You can set the Language Preference for each 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.

12.  To change the Language Preference, press
‘ The display changes to show:[ Lang pref: alt |

StarTalk Set Up and Operation Guide



Section 4: Setting Up StarTalk 4 - 13

13.  Press

The display shows: %fers: blind -

14, To change the Call Transfer type, press
The display changes to show: [__Xfers: screened |

Toreturntothe| Auto Atdt Admin | display and continue

adding greetings to other Greeting Tables, press (__0K ) and repeat steps

5 through 14.

To end the StarTalk set up session, press Setting

Up

StarTalk
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Configuring
the Lines

Setting

Up .
StarTalk Adding

StarTalk is able to answer all your company’s incoming telephone lines, or just
those lines you designate. Determining how your company lines are gomg 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 selected as YES. Each line added to
StarTalk is answered by Table 1, unless another Greeting Table has been
specified.

Note: For more information about line answering refer to Section 6, Enabling
StarTalk Answering.

To add a line, and assign a Greeting Table number:

1. Press [Feawe ][9] [
2 e

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to

Appendix B.
3. Press
The display shows:
4. Press
The display shows: { Auto Atdt Admin

TABLE
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Press (_LINES)

The display shows: ine number: -

A RETRY

Enter = <line number>
Note: For information about the incoming line numbers used in
your company refer to your StarTalk Programming Record.

Press P ———
The displayshows:  fLine:1  Ans:N :
R CHN TABLE
| s e Setting
Up
Press to change answer from N to v. StarTalk

Press ( TABLE

L CHiG RINGS  NEXT J

Note: Press to move to the

[ Line:! - Rings:0 | display.
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10. Press (CHNG) e @

The display shows:  § Grtg table:

11. Enter <a Greeting Table number from 1 to 4>
Table:1
ANS

The display shows:

NEXT A

12.  Press Ty z

Setting The display shows:
Up

Atdt Admin

| Auto
: TABLE

RTG

L INES J
StarTalk 5

Repeat steps 5 through 12 to continue entering StarTalk lines and assigning the
lines to a Greeting Table.

To end this StarTalk session, press
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Assigning You can assign StarTalk to answer incoming calls after a specified number of
the Number rings. The number of rings ranges from zero to 12. To assign the number of
of Rings rings before StarTalk answers: -

1. Press [Featwe ][0 [8%][EF]
2. Enter [ JOARI O[O0

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox RIS

is 12. When the mailbox number length is 7 digits, the System Up
Coordinator mailbox is 1000002. For more information about StarTalk
System Coordinator password and mailbox combinations, refer to
Appendix B.

3. Press
The display shows:

4. Press
The display shows:  HB-Auto Atdt Admin

ABLE  LINES J

5. Press
The display shows:

6. Enter <line number>
Note: For information about the incoming line numbers used in
your company refer to your StarTalk Programming Record.
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7.  Press —— -
Thedisplayshows: H Line: 1 Ans:N 5

LCHNG  TABLE  NEXT -

8. Press {_CHNG ) tochange answerfromHNtoV.

9. Press TABLE

The display shows: | Table: |
| Ching RINGS  NEXT J

‘Setting 10.  Press {_RINGS s
Up The display shows: f Line: 1 Rings:0
| CHNG ANS NEXT J

StarTalk

11.  Press B — <

The display shows: { No of rings:
A RETRY

12.  Enter <the number of rings> .
Note: The number of rings ranges from O to 12.

13.  Press

The display shows: | Trv— g
: ANS NEXT J

14. Press |1
The display shows:

Repeat steps 5 through 14 to continue entering the number of rings before
StarTalk answers lines.

To end this StarTalk session, press
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Viewing Atany 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.

Changing To view a line, and change the StarTalk answer option:

Line 1. Press [Feawe J[o" e [z]

Configura-

tion 2. Enter 1R RA

Note: The first three 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 2 to 7 digits. When the Setting
mailbox number length is 2 digits, the System Coordinator mailbox ¥

is 12. When the mailbox number length is 7 digits, the System StarTalk
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to

Appendix B.
3. Press T ——— =
The display shows:  H
AR~ GLIST }
4' Press T T i
The display shows: ~ H Auto Atdt Admin °:

R

5. Press T — =

Thedisplayshows: ~ § Line number:
. ARETRY

6. Enter <line number>
Note: For information about the incoming line numbers used in
your company refer to your StarTalk Programming Record.
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7. Press

The displayshows: H Line: 1 Ans:N |

L CHNG TABLE  NEXT J

8. Press to change answer from Nto Y.

9. Press e L T
The display shows: { Line: 2 Ans:N

LCHNG  TABLE N

EXT

Setting 10.  Usethe ( NEXT ) and (_CHNG ) buttons to view and change

Up the configuration of all the incoming lines in your company.

StarTalk

To end this StarTalk session, press
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Viewi NG Atany time after you have assigned a Greeting Table to a line, you can view the
and lineinformation and change the Greeting Table number.

Changi NG  To view line information, and change the Greeting Table number:

Greetin
Table 1 Press [Fm JEHEHE

Numbers 2. Enter

: Note: The first three digits represent the default mailbox number
ASSlg.ned : for your StarTalk System Coordinator Mailbox. The next four digits
to Lines represent the default password. The password and mailbox
: combination varies depending on the Mailbox Number Length.
Mailbox Number Lengths range from 2 to 7 digits. When the Setting
mailbox number length is 2 digits, the System Coordinator mailbox [
is 12. When the mailbox number length is 7 digits, the System StarTalk
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

3. Press
The display shows:

4. Press
The display shows:

5. Press
The display shows:

6. Enter <line number>
Note: For information about the incoming line numbers used in
your company refer to your StarTalk Programming Record.
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7.  Press e —————— @
The displayshows: H§ Line:1 Ans:N 5
| CH TA

NEXT J

8. Press

Thedisplayshows: | Line:1  Table:! 5
f RINGS  NEXT K

9. Press
The display shows:

10. Enter <a Greeting Table from 1 to 4>
Note: The display changes to show the new Greeting Table
number. To continue changing Greeting Table configuration, press

The display shows the next line. Repeat steps 9 and
10 to continue viewing and changing line assignments.

To end this StarTalk session, press
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Changing Atanytime after a line has been assigned to StarTalk, you can change the
the Number number of times a line rings before StarTalk answers. N

of RiNgS 1o view line information, and change the number of rings:

Before
StarTalk 1. Press

Answers 2. enter I IOEHC=IEE[0]

Note: The first three 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 2 to 7 digits. When the Setting
mailbox number length is 2 digits, the System Coordinator mailbox ¥}

is 12. When the mailbox number length is 7 digits, the System StarTalk
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to

Appendix B.
3. Press (0K )
The display shows:
4. Press
The display shows: Atdt

TABLE  LINES J

5. Press e ———

The display shows: {Line number:
| ARETRY

6. Enter <line number>
Note: For information about the incoming line numbers used in
your company refer to your StarTalk Programming Record.
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7.

8.

g.
Selﬁné
Up
EES

. 10.

11.

Press
The display shows:  H Line:1 Ans:N
i CHNG

Press ( TABLE

The dispiay shovis: ab ‘_ ._

L CHNG RINGS  NEXT J

Press
The display shows:

Press L B 3
The display shows: ~ f No of rings: <3

ETRY 0K

Enter <a number between 0 and 12>

Note: Pressing retums the display to the
[Line:1 Rings:<3> | display prompt.

Pressing (_ANS ) retums the display to the

[Line:1 Ans:N_ | display prompt.

Pressing retums the display to the

[Line 2: Rings: 0 ]display prompt. If the number of
rings is left at zero, StarTalk answers immediately.

To end this StarTalk session, press
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Changing When StarTalk was first installed, the language of the StarTalk Automated
StarTalk's Attendantwas setby the installer. )

Lang uage 7 change the StarTalk Language availability as well as the primary and
Availability altematelanguages:

1. Press |[Feature ] B~
2. Enter

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox  SICHEUS
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

3. Press
The display shows:

4, Press [
The display shows: -

5. Press (__CHNG
Note: Pressing (_ CHNG ) changesthe Ntoay. WhenaVis
shown, pressing changes the ¥ to an N.

6. Press
The display shows:  H Prinm

A CHNG
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7. Press to select the altemate language. In this
example English is used as the primary language and is abbrevi-
ated as ENG. The altemate language can be either French, FRE
or Spanish, SPA.

Note: Pressing retums the display to the
| Admin | display prompt.

To end the StarTalk session press

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
Setiing selected. This means, a caller who presses when using the Automated
Up Attendant is told the command is not recognized.

StarTalk
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Designat- When Off-premise Message Notification is being used, you must designate the
ing the number of channels available to StarTalk to place outgoing calis. For Off- -
premise Message Notification to work, voice channels must be available to
Number of suTaik. These channels must be assigned.

Channels _
for Note: Outdialing channels should not be set to more than half of the total
Lo channels available on StarTalk. For more information about Off-premise
Outdiali NG Message Notification refer to your StarTalk Reference Guide, Section 3.

" To select the number of channels for Outdialing:

1. Press - - - -
Setting
2. enter (1= [ [0 (0= [0=] Up

Note: The first three digits represent the default mailbox number StarTalk
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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B. '

3. Press
The display shows:
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4. Press
The display shows: ~ f Num of chans: |

A CHN

5.  Press ( CHNG

6. Enter <the number of channels assigned to Outdialing>
Note: The maximum number of outdial channels that can be
assigned is 8. Do not assign all station ports on your system as
voice channels for Outdialing. Ensure you reserve enough
channels to accommodate incoming calls.

| Sefting
Up

To end the StarTalk session press
StarTalk
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Setting

Up Mailboxes 5

Introduction

Registering
Personal
Mailboxes

This section describes the tasks you need to perform to set up StarTalk
mailboxes. Setting up StarTalk mailboxes involves:

. registering Personal Mailboxes Setting
* linitializing the Special Mailboxes Up
Mailboxes

Registering a maitbox adds a mailbox number on StarTalk. A Personal Mailbox
can be a user, guest, or information mailbox. Each mailbox must be assigned a
Class of Service that determines the special features available.

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 personal 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

Information mailboxes relay important company or department messages.
Information mailboxes do not have an operating extension. Information -
mailboxes should be established as needed. The number of Information
mailboxes you assign is detemined by request 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.

Setting

Up Class Amailbox cannot be added to StarTalk without a Class of Service. Fora
Mailboxes of summary of StarTalk Class of Service defaults, refer to Figure 5.1. A Class of
Service Service outlines the special features of a mailbox. There are 16 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 1,3,5,7,9,11,13,and 15
reflect the primary language, and
Classes of Service 2, 4, 6, 8, 10, 12, 14,
and 16 reflect the alternate language.

Maximum Mailbox Message Time  This establishes the total message time
available to a mailbox. The maximum
message time is 180 minutes.

Maximum Message Length This establishes the maximum length of
anincoming message. The message
length ranges from one to 15 minutes.

Message Retention Period This establishes the amount of time
messages are saved in a mailbox. The
message retention period ranges from
one day to indefinite.

Personal Greeting This establishes whether a mailbox
owner is able to record personal primary
and altemate 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, a telephone
number outside the company, or to a
pager.

Setling
Up
Mailboxes

Retry Interval This establishes the amount of time
between attempts to notify the recipient
of a new or urgent message. The retry
interval ranges from 1 to 60 minutes.

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 ranges from 1 to 9.

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
Class of Service Name
PromptLanguage 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 Y
Greeting length 1 1 1 1 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
N Retry intervals 5 5 10 10 15 15 30 30
Sett&g) Number of attempts 3 3 5 5 7 7 9 9
LR | Class of Service Values: 9 | 10| 11| 12| 13| 14| 15| 16
Class of Service Name
Prompt Language P A P A P A P A
Max mailbox message time (In minutes) | 10 10 30 30 40 40 40 40
Max message length (In minutes) 3 3 7 7 10 10 2 2
Message retention period {In days) 365| 365| 60 60 90 90 45 45
Personal greeting Y Y Y Y Y Y Y Y
Greeting length 1 1 2 2 3 3 5 5
Group Lists’ Y Y Y Y Y Y Y Y
Off-premise message notification Y Y N N Y Y Y Y
Retryintervals 5 5 10 10 15 15 30 30
Number of attempts 3 3 5 5 7 7 9 9

Figure 5.1 - Class of Service Summary (P represents the primary language; A represents the alternate language.)

Note: Class of Service numbers 2, 4, 6, 8, 10, 12, 14, and 16 are altemate
language Classes of Service. This means when you assign a mailbox with an
even number Class of Service, the mailbox uses the altema@e language.
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Before Before you begin adding mailboxes, ensure you have completed the Mailbox
You Register List on the StarTalk Programming Record. When you register user mailboxes,_
the e recommend using mailbox numbers that are the same as the extension
Mailb s numbers currently used in your company. For example, extension number 417
allDOXeS 14 have a mailbox number assigned as 417.

When you are registering Guest or Information mailboxes, we recommend you
select a leading digit different than the personal user mailboxes. This will help
you identify the mailbox type. For example, all Guest mailboxes could have a

leading digit of 4, and all Information mailboxes could have a leading digit of 3.

When you are completing the Mailbox List you need to detemine:
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 Natification is changed to NO, StarTalk will not leavea -
"Message for you" notification on a Norstar telephone display.

The Message Waiting Notification must be set to NO when you add Guest and
Information mailboxes. These mailboxes do not have an operating Norstar
extension. '

Note: StarTalk can store a maximum 500 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 NONE on the

StarTalk Directory repont.

Figure 5.2 provides a sample Mailbox Number List, which also includes Guest
and Information mailboxes.

Mailbox Number | Extension Class Name Company | Message
' of Directory Waiting

Service YesorNo | YesorNo

STl | 400 400 01 Apple,B No Yes
Up

Mailboxes B 401 01 Harper,D Yes Yes
402 402 03 Dias,M No Yes
403 403 02 FrancoM No Yes
404 404 01 Kosten,B Yes Yes
406 406 01 Tomes,N Yes Yes
510 NONE 01 Guest, A Yes No
600 NONE 08 Sales Information | Yes No

Figure 5.2 - Sample Mailbox Number List

Note: When adding Information mailboxes, you should assign a Class of
Service that has an adequate greeting length. To accommodate an average
Information mailbox recorded greeting, you should assign a Class of Service

between 13 and 16. These Classes of Service offer a greeting length of 10
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 H Feature iWWW

The display shows:

o Ener [[071EH [0 [0 221 0=

Note: The first three digits represent the defauit mailbox number Setling
for your StarTalk System Coordinator Mailbox. The next four digits R84
represent the default password. The password and mailbox Mailboxes
combination varies depending on the Mailbox Number Length.
Mailbox Number Lengths range from 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

3. Press
The display shows:

AA

4. Press -
The display shows:

5. Press
The display shows:
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6.

10.

Enter <mailhox number>

The display shows:

Enter <Class of Service from 1 to 16>

The display shows:

Enter <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 A comma must be entered after

the last name. To enter a comma, press [#_] [#_]

Press
The displayshows: H§ Directory?

L VES
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11. Press ( YES Jor ( NO )
This is a Directory override. Pressing {_YES ) means the
mailbox owner's name is always played in the Company Directory. -
Pressing means a mailbox owner's name does not
appear in the Company Directory.

The display shows: Msg waiting?

\ VE NO

12. Press ( vEs ) or (_ NO )
This establishes whether or not a message notification appears on
the Norstar display. Pressing means a "Message for [
you" notification appears on the display. Pressing Up
means there is no display notification of a message. When a Guest JLYEldo8=
mailbox is added, this should be set to NO. ’

The display retumns to: Mailbox Admin

DEL  CHNG J

Repeat steps 5 through 12 to add another mailbox. To end this StarTalk
session, press
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How a Guest Guest mailboxes can be used to provide a temporary employee with StarTalk
Mailbox senvices, allow client access to intemal messaging and call routing, or they can
Can Be Used be used to allow customers to make telephone orders. T

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 be used for making customer reservations, and even
reserving a tee off time for a game of golf. How you decide to use a Guest

Up mailbox is as limitless as your imagination.
Mailboxes

Sefting

Setting up a Guest mailbox for any of the above suggesticns is easy. The
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.

Important: If your Company Greeting directs a caller to a mailbox, you must
include a star (*) before the mailbox number. For example, “...to reach our
sales order telephone service, press *343".
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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 interested in any of these courses, please
leave your name and telephone number after the tone. 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. Up
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 416. To register for our fall classes, press *208. To reach our
company operator, press 0."

Note: The extension number 416 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 asterisk appearing before mailbox
208 must be included. By pressing the star button (asterisk), a user transfers
directly to the mailbox.

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 13 and 16 would be appropriate. Refer to Class of Service
Values in Figure 5.1, earlier in this section.
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Adding Guest Guest mailboxes are added to StarTalk for mailbox owners who are using
Mailboxes StarTalk services without an extension.

To add a guest mailbox:

1.

Press m mﬂﬂ

The display shows:

enter [_J [0 [2=q [0 =] [[0>] [[o=] [[o ]

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator pa< -word and mailbox combinations, refer to
Appendix B.

Press
The display shows:

Press

The display shows: Mailbox  Admin ;
L DEL  CHNG j

Press

The display shows:
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7. Press P ———— R— 3

The display shows:

Service c¢lass:

8. Enter <Class of Service from1to 16>

The display shows:

9. Enter <mailbox owner, last name first>
Important: This is a maximum 16 character field. To enter a name Sefting
you must press the number on the dialpad associated with the letter Up
youwant. 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 A comma must be entered after
the last name. To enter a comma, press

10.  Press R —— 2

The display shows: Directory?

Mailboxes

11, Press (_VYES Jor (__NO )
This is a Directory override. Pressing means the
mailbox owner's name is always played in the Company Directory.
Pressing means a mailbox owner's name is not played

in the Company Directory.
The display shows: Msg waiting?
' %MVES NO
12.  Press T
The display shows: | Admin

ADD DEL CHNG

Repeat steps 5 through 12 to add another Guest mailbox. To end this StarTalk
session, press
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Using
Information
Mailboxes

Information-mailboxes provide messages and announcements to callers.
Information mailboxes are registered by the System Coordinator, and are either
maintained by you or a StarTalk user. -

Information mailboxes can be used to:

*  announce sales
. provide product lists
¢ announce special events

Note: Information mailbox greetings can be recorded by you or by the user
assigned the Information mailbox. Refer to the StarTalk Reference Guide for
instructions about recording information greetings.

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 six
or seven. If you record several mailboxes, callers might forget the
mailbox numbers, 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 Aftemoon. This is on your Toes Dance Studio. To reach
our studio, press 416. To listen to one of our special announce-
ments, 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 accord-

ingly.
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When the operator is not available, the operator's personal mailbox
greeting would include a list of all the Information mailboxes
available.

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.

Setting
Adding Before you can add an Information mailbox, you must determine an appropriate  [RY¢
Information Class of Sewvice. The Class of Service must have adequate message length Mailboxes
Mailboxes available to accommodate an information greeting. A Class of Service of 13 or
14 is appropriate for most Information mailboxes. These Classes of Service
defaults allow 10 minutes for a recorded greeting.

Note: To customize a Class of Service on a terminal, refer to the StarTalk
Installation Guide.

To add an Information mailbox:

1 pes [Ea FAEEET

;'Log:
A QUIT

The display shows:

RETRY 0K

2 Enter

Note: The first three 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 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.
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3. Press
The display shows:

AR

4. Press T —

The display shows: Mailbox Admin
DEL

5. Press

The display shows: Info mbox admin

Setting

D
Up T

Mailboxes

6. Press

7.  Enter the Information mailbox number.

8. Enter <Class of Service from1to 16>

The display shows:
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9. Enter <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 the dialpad button. To select the next letter on a button,
press the button again. To advance one space, press

To backspace, press
10.  Press

The display shows: Directory?

\ VES NO

11, Press (_VES )or (_ No )
This is a Directory override. Pressing means the Mailboxes
Information mailbox is always played in the Company Directory.
Pressing 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
Mailboxes

There are three special Mailboxes that you use as System Coordinator:

General Delivery mailbox number 100 il
«  Trouble mailbox number 101
»  System Coordinator mailbox number 102

Note: The Group List numbers are always 3 digits long. When your DN length
is 3 and the leading digitis 1, the Special Mailboxes default to 200, 201 and
202. Formore 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 informatior about mailbox passwords refer to About the
Passwords, later in this sectic.

The General Delivery, and the Trouble Mailboxes default 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 7, Changing a Mailbox
Class of Service.

General Delivery .

The General Delivery Mailbox is used to store messages from callers who are
using a rotary dial telephone, calls to the receptionist or operator when the
operator is not available, and messages from a Personal mailbox when that

-mailbox is full. 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 General Delivery must be forwarded to the appropriate
StarTalk mailbox. Only the System Coordinator, receptionist, or designated
operator can access the messages in the General Delivery Mailbox.

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.
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Trouble Mailbox

The Trouble Mailbox is used to report problems or user trouble with StarTalk.
Only the System Coordinator can access the messages left in the Trouble
Mailbox. The Trouble 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.

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 yourco-  RE]
workers. Refer to Section 6, Initializing the Special Mailboxes. Up

Mailboxes

Note: The mailbox numbers used here for the Special Mailboxes are the
StarTalk default mailbox numbers based on a 3 digit DN length. The mailbox
number length is determined in the initial StarTalk set up. Mailbox numbers can
range from 2 to 7 digits. For more information about the StarTalk defaults refer
to Appendix B.
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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 the
passwords for the Special Mailboxes in a safe place.

The General Delivery and Trouble Mailboxes can receive messages before they
are initialized. You must initialize these mailboxes before you can retrieve any
messages from them.

Note: The steps for initializing Special Mailboxes and personal mailboxes are
the same.

A mailbox is only initialized once. Once 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 Reference Guide, Using 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 4 and 8 digits in length.

Note: A mailbox password cannot start with zero, and must be no longer than 8
digits. '

It a mailbox owner cannot remember their password, you can reset the mailbox
password to the default password 0000. Refer to Section 7, Resetting a
Mailbox Password, later in this Guide.
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Recording the
Mailbox in the
Company
Directory

Before You
Begin

The Company Directory stores a list of mailbox owners in your company.
Before a mailbox can receive messages, the mailbox owner's name must be
recorded in the Company Directory. Whether or not a mailbox appears in the
Directory is detemmined by the Company Directory override established by the
System Coordinator.

Before you begin to initialize the Special Mailboxes, prepare the passwords that
you will use to open the mailboxes. Remember, the passwords must be

- between 4 and 8 digits in length and cannot start with zero (0). Ensure that you

write down the password for each Special Mailbox in a safe place. The General
Delivery mailbox password should be provided to your receptionist or desig-

.nated operator. Setting

Up
To initialize the Special Mailboxes, Information Mailboxes or a personal mailbox: RYEISES

1. Press iFeature i [rg"Ti

The display shows: Log:

Lo ok

Note: Unless you have assigned an extension to the Special
Mailboxes, the | Log: | display prompt always
appears.

2. Enter <the mailbox number and the default password 0000>

3. Press
The display shows:

4. Enter <new password>
Note: The password must be between 4 and 8 digits long. A
password cannot start with zero.
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5. Press
The display shows:

6. Press
The display shows:

Accept password?
A VE NO uIT A

7. The display changes to:

Setting
Up

Mailboxes

8.  Atthe 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 clearly, at a pace that is easy to understand.

9. Press (0K ) toend the recording.

The display shows:  § Accept name?
| RETRY  PLA

10.  To accept the recording, press(__0K_ )
Note: If the recording is not acceptable. press You
are retumed to the Record name disg .. where you can re-record
the Company Directory name.

When you have completed recording the Company Directory name, you are
returned to the mailbox's administration display prompt. You are now ready to
record the mailbox greeting.

You must repeat steps 1 through 12 to initialize each Special Mailbox.
To end this StarTalk session, press
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Recording a Youmust 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
Greeting

Your greetings should describe which mailbox has been reached and instruct
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 the tone, please leave the name of the person you are calling and your
- message. Your message will be delivered as soon as possible.”

Note: If you are using StarTalk's bilingual capability, you should also record
these greetings in the alternate language. Setting

Up
Before you record the Special Mailbox greetings, prepare a greeting for each Mailboxes
mailbox. Include the Special Mailbox name in your greeting. Remember to
speak clearly, at a pace that is easy to understand.

To record a Special Mailbox greeting:

1. Press |[Feature IWWW

E.Log: |
—

The display shows:

RETRY

Note: Unless you have assigned an extension to the Special
Mailboxes, the [Log: | display prompt always
appears.

2. Enter <the Special Mailbox number and password>

3. Press
The dispiay shows:

4. Press T ————————
The display shows: -

) Mailbox admin
GREET PSUD QUIT
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5.  Press GREET

Gr‘eet ing options
A RECORD

6. Press {(_BECORD) pm
The display shows: | Greeting:
L PRINE ALT

7. Press
Note: The primary greeting is represented by PRIME. The
Setting altemate greeting is represented by ALT.

Up .
8.  Thedisplay shows:

Mailboxes

The display changes to show:

Record new?
A YES NO QUIT

9. Press
The display shows:
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10.  Atthe tone, record your greeting.

11, Press to end your recording. )

The display shows: | Accept greeting?

1 RET PLAY

12, Press (__0K_)to accept the gresting.

If for some reason you are not satisfied with this greeting, press

RETRY Jand re-record the greeting.
Setting

For each Special Mailbox greeting, follow steps 1 through 12. Toend this Up
StarTalk session, press Mailboxes

Note: After the primary and altemate greetings are recorded, you must select a
greeting to play. Referto the next section, Selecting a Special Mailbox
Greeting. If you do not select a greeting to play, the primary greeting plays
automatically.

StarTalk Set Up and Operation Guide



5-26 Section 5: Setting Up Mailboxes

Selecting a For a Primary or Altemate greeting to play, you must select a greeting. If you
Special Mailbox do not choose a greeting, the Primary greeting will automatically play. 1f you
Greeting choose the Altemate greeting, remember to change back to the Primary =
greeting at the appropriate time.

To choose a Primary or Altemate greeting:

Setting
Up

' Note: Unless you have assigned an extension to the Special
Mailboxes Mailboxes, the [Lag: 7] display prompt always
appears.

2. Enter <the Special Mailbox number and password>

3. Press
The display shows:

4. Press
The display shows:  f Mailbox adnmin
d GREET PSUD

5 Press GREET

Greeting options
A RECORD CHOOSE

6. Press (_CHOOSE)
The display shows:
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7. Select the greeting you want played.
Note: If you select a greeting that is not yet recorded, youare
transferred back to the Greeting option display to record the
greeting.

To end this StarTalk session, press

The Special Mailbox greetings are now selected and will play each time a caller
reaches a Special Mailbox. If you have selected an Altemate 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 ~ JSIUUY
for selecting a Special Mailbox greeting. Up
Mailboxes
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Setting Up When the operator is not available, all calls that request the operator are
e transferred to the General Delivery mailbox. Your company's designated

Operator's

StarTalk operator should be assigned the General Delivery mailbox number.

MailboXx To change the mailbox extension:

1.

Setting >
Up
Mailboxe_s_

3.

4,

5.

6.

7.

Press [[Feature ] [[g_—vﬁ

The display shows:

Enter <your System Coordinator mailbox number and password
combination>

Press
The display shows;

Press
The display shows:

Press
The display shows:

Press
The display shows:
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8. Press

The display shows:

9. Enter <thedesignated operator's extension number>
The display changes to show:

Note: The extension number shown in step 9 is only an example.  EiiulY
The extension number that you enter can be any operating Up
extension number on your Norstar Business Communication Mailboxes
System.

To end this StarTalk session, press
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Setting
. Up

Mailboxes
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6-1

Setting the StarTalk Status 6

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
e change the operator password

. set your company's business hours

. change the business status

«  enable StarTalk line answering Setting the
¢ change the receptionist or designated operator's extension StarTalk

»  setthe retum to Automated Attendant status

Status

Attendant The Attendant Sign On/Off feature determines whether an operator is available.
Sj gn Each day, the receptionist or designated StarTalk operator must sign on in the
moming, 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, coftee 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
Statusg °perator is available. To set the Operator Status:

1.

Setting the 4.
StarTalk
_ Status

Press [Faae ] [0 (6= (2

Enter OPERAT OR (67372867)

Note: This is the default Operator Password. To change the
operator password, refer to Changing the Operator Password,
later in this section.

Press

The display shows: Atdt auail: N

A, CHN

Press

Note: Pressing changes the N to a Y. When your
company receptionist or designated operator is available, the
operator status should be set to Y. When an operator is not
available, the operator status should be set to N.

To end this StarTalk session, press
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Changing the The Operator Password can be changed at any time.

Operator
Password To change the Operator Password:

1. Press [Feawre ] [9*][e™][2™9

2. Enter OPERATOR(67372867)
Note: This is the default Operator Password.

3. Press
4. Press [[774]
The display shows:
Setting the
5. Enter <the new operator password> StarTalk
Note: A valid password is between 4 and 8 digits. The Operator Status
Password cannot begin with a 0.
6. Press

To end this StarTalk session, press
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Resetting A forgotten Operator Password cannot be recovered. The password must be
the Operator resettothe default password OPERATOR.

wor )
Password To reset the Operator Password:

1. Press IFeature i "9‘”":I - -

2. Press

3. Enter RESET OPER PSWD(7373867377793)

The display shows:  § Password reset ?
L VES NO
Settingthe 5. Press

StarTalk
Status

The Operator Password will reset to OPERATOR.

This StarTalk session ends automatically.
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Changing The Business Status corresponds to when you open your business in the
the moming and when you close your business in the aftemoon. StarTalk uses the
] business status to determine when the non-business greeting is played.
Business
Status StarTalk's intemal clock automatically regulates which greetings are played.
For example, if you come into your company at 8 am, you would set the
business status to YES. After the business is open, the moming greeting is
played. The aftemoon greeting automatically plays after 12 p.m.

~ When your business closes, you must set the business status to NO. Once the
business status is set to NO, the non-business hour greeting is played. Table
6.1 summarizes the default greeting times. For more information about greeting
times, refer to Assigning Your Company's Business Hours, later in this
section.

Setting the
StarTalk
Status

Table 6.1 - Greeting Time Summary

Note: The evening greeting plays automatically after 6 o'clock and continues to
_play until you change the Business status to NO. Once the business status is
set to NO, your non-business hour 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 hour greeting plays.
Status - ,
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:

1. Press “ Feature I W

2. Enter <the operator password>
Note: The default passwordisOPER AT O R (67372867).

3. Press e
The display shows: | Atdt auail: N
| CHNG

Setting the
StarTalk
Status

4. Press{_NEXT
The display shows: ~ ff Business open:
B CHNG

5. Press | CHNG

Note: This changestheNtoay.

To end this StarTalk session, press
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Setting Your Setting the Business Hour determines when each greeting is played. Business
Company's hours are divided into four categories, Moming, Aftemoon, Evening, and Non-_

Business business.

Hour To set the Business Hour:

1. Press [Fom ]

2. Enter <the operator password>
Note: The default passwordis O PE R AT O R (67372867).

3. Press

The display shows: ~ ff Atdt avail:
L CHNG
4. Press until the display shows: Setting the

StarTatk

MHorning: <12:00 am>
L CHNG NEXT

Status

5. Press

6.  Enterthe moming start time.

[Enter hhmmn: <0800>
A RETRY AN P A

Note: This is a four digit field. Any single digit hour must be
preceded by a zero.

7. Press
The display shows:

The display shows:

8. Press
Thedisplay shows: | Aftnoon: <12:00 pm>
{ CHN
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9. Press

10. Enterthe aftemoon start time. -

The display shows:

11.  Press
The display shows:

12. Press
The display shows:  F Evening: <06:00 pn> ¥
CHNG NEXT

Setting the
StarTalk

 Status | 13.  Press

14.  Enterthe evening start time.

The display shows: Enter hhmam: <0601>
A RETRY
15. Press
The display shows:

Note: The evening start time must be p.m. in order to work.

16. Press

The display shows: Euening: <06:01 pm>

i CHNG « NEX

This StarTalk session ends automatically.
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Enabling StarTalk can answer all your company lines included in line configuration.
StarTalk Line When Line Answering is enabled, StarTalk answers allincoming callsand .
Answering 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 4,
~ Configuring the Lines.

To enable Line Answering:

1. Press {iFeature HWW

2. Enter <the operator password>

Note: The default passwordis OP ER AT O R (67372867). gf“?% ;he
aria

3. Press e Status

g
$
3

The display shows: ¥ Atdt avail:

4. Press( NEXT

The display shows: Business open:

5. Press
The display shows:

Note: Pressing changes the ¥ toan N. When
answer lines is set to N, the display shows
[ disabling..... |

To end this StarTalk session, press
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Changing
the
Operator
Default
Extension

Whenever a user requests to speak to your company receptionist, or designated
operator, StarTalk puts the request through to the operator's extension. For
example, if StarTalk is operating on a 3 digit Norstar DN length, this extension
number is 221. You can change the receptionist or designated operator
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 [Feawe ][] [e™] 2=

2. Enter <the operator password>
Note: The default passwordisOP ER AT O R (67372867).

3. Press

The displayshows: ~ f Atdt avail: v

4. Press [ NEXT

Until the display shows: Atdt: (none)

5. Press
The display shows:
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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

The display automatically returns to the Norstar time and date. 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
StarTalk
Status

StarTalk Set Up and Operation Guide



Settingthe
 StarTalk
Status

6 - 12 Section 6: Setting the StarTalk Status

Changing
the
Automated
Attendant
Status

The Automated Attendant menu prompt plays after the Company Greeting, and
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
number, accessing the company directory, or reaching the operator. You can
tum the default Automated Attendant menu prompt off at any time, and record a
customized menu prompt for your company.

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
"Goodbye", and the StarTalk session ends.

You might want to the 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 Compat-
ibility.

To change the Automated Attendant menu prompt status:

1. Press
2. Enter [ EEIEE T T

Note: The first three 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 2 to 7 digits. When the
maitbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

3. Press
The display shows:
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To end this StarTalk session, press

Press
The display shows:

.............................................................................

Auto Atdt Admin
L GRTG  TABLE  LINES J

Greeting Adnmi
R GRTG AR A

Press
The display shows:

Press

The display shows: Hetur‘n to AR: ¥

1 CHNG NEXT f

Press {_ CHNG Setlingthe

Note: Changingthe v to an N prevents the caller from retuming to - [RE

the Automated Attendant Menu Prompt after leaving a message. 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 replace the pre-
recorded 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 Customized 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 39 and
40. If Greetings 39 and 40 are recorded as Company Greetings, StarTalk
erases the greetings, and allows you to record your Customized Automated
Attendant Menu Prompts. Greeting 39 becomes the Altemate Greeting, and
Greeting 40 becomes the Primary Greeting. These new greetings must provide
the caller with a list of options, such as choosing the altemate 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 39 or 40, StarTalk tells you this is an
invalid greeting.

To record the Customized Automated Attendant Menu Prompt:

1. Press [[Feawro |

The display shows:

2. Enter

Note: The first three 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.
Maitbox Number Lengths range from 2 to 7 digits. When the
mailbox number length is 2 digits, the System Coordinator mailbox
is 12. When the mailbox number length is 7 digits, the System
Coordinator mailbox is 1000002. For more information about
System Coordinator password and mailbox combinations, refer to
Appendix B.

StarTalk Set Up and Operation Guide



Section 6: Setting the StarTalk Status 6 - 15

3.  Press
The display shows:

4. Press B ]

The display shows: H{ Auto Atdt Admin

LINES J

5.  Press T =z

The display shows: { Greeting admin
B GRTG
6. Press
' Setting th
7.  Press until the display shows: ering he

StarTalk
Status

? AR HMenu
CHNG

prompt:

8. Press

The display shows:

Note: To record the Altemate Prompt, press (__ALT

9. Press PRIME

The display shows: : prime

REC QUIT

Note: To record the Altemate Prompt, press - and follow the
instructions that appear on the display.
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10.

11.

12.

Press At the tone, record your prompt.

When recording your prompt, be sure to include instructions such
as, press to reach an operator, press {o choose the
altemate language, and press {[# | to access the Company
Directory. Remember to speak slowly and clearly, at a pace that is
easy to understand.

Press

The display changes to show:

Accept prompt?
{ RET

To accept the recording, press (0K )
Note: If the recording is not acceptable, press{_RETRY) You

are retumed to the Record prompt display where you can re-record
the prompt.

Important: Recording the Customized Automated Attendant Menu
Prompt overrides a previously recorded version of Greeting 39 as
the Altemate Greeting, or Greeting 40 as the Primary Greeting.
Changing the Automated Attendant Menu Prompt status to ¥
enables you to record and assign Greetings 39 and 40 through the
Greeting Table.
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Administering the Mailboxes ' 7 '

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 ‘A mailbox owner lost the mailbox password'.

Administering
the
Mailboxes

The  Special Mailbox administration involves listening to messages, attending to each
S pe cial Mmessage, and then deleting the message from the mailbox. [tis very important
) that messages left in the Special Mailboxes are attended to daily.
Mailboxes

When a message is leftin the General Delivery Mailbox for a mailbox owner,
you can send the message from the General Delivery Mailbox to the owner's
mailbox.
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Listening to
Messages
Left in the

Special
Mailboxes

Volume
Control

Delivery
Options

Administering
: the
- Mailboxes

Messages left in the Special Mailboxes should be listened to daily. When the
message has played and you have attended to the message, delete the
message from the mailbox. This ensures availability of message spacerin the
Message Storage Pack.

When a message is left 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.

You can adjust the volume while a message is playing in any mailbox. Press-
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 retums to 3 dB.

Note: Volume control does not apply to system prompts. Messages play at the
adjusted volume while the system prompts play at the preset volume.

When leaving a message in a mailbox, StarTalk provides you with four delivery
options: Certified, Urgent, Private, and Normal. The Certified delivery option
notifies you that your message has been received and read. The Urgent
delivery option ensures a message plays before other messages in a mailbox.

The Private delivery option prevents a message from being forwarded to

another mailbox. The Normal delivery option sends a message to a mailbox.
Normal messages are played in the order they are received. Normal messages
can be forwarded to other mailboxes. '
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Opening the To open a Special Mailbox you need the Special Mailbox password.
Special ,
Mailboxes Tolisten to messages left in a Special Mailbox: .

1. pess [Fam]

The display shows: Log:

} QUIT RETRY 0K

Note: If the display shows the| Psud: prompt,
press so the display shows the[ Log :
prompt.

2.  Enter <the special mailbox number and password combination>

3. Prss
The display shows:
i
4.  Press Administering

the
Mailboxes

5. The first message in the mailbox is played. After the last message
has played, the display shows:

End of message
A REPLY

.................................................................................

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: | CcOPY ERASE NEXT |

Once a message has played you can:

Press to listen to the next message
Press to reply to the message sender
Press to erase the message

When you have listened to all the messages, press to end the session.
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Copying You can copy a message left in the Special Mailboxes or any personal mailbox

a Message to any mailbox owner with an initialized mailbox using StarTalk's
to a StarTalk feature. -

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
(Ccapy )feature. When a message is left by a caller who has a mailbox

initialized with StarTalk, the display line options aiways show the(_REPLY)
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:

1. Press (_COPY e ——

The display shows:  § Record intro?
L YES NO

Note: If the display does not show the(_ COPY ) option,
press :

Administering 2. Press At the sound of the tone, record the message
. " the introduction.
Mailboxes

Note: To copy the message without an introduction, press

The display changes to show: [ fibox : |

Important: The introduction to a message must be more than

three seconds long.
Accept i ntro?
| RETRY  PLAY  SEND J

The display shows:

3. Press

Note: To listen to your introduction before you send the message,
press If you want to record the introduction again,
press ( RETRY »

4. Press
The display shows:
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To end this StarTalk session, press

Enter <the mailbox number that is to receive the message>
or

Press to use the Company Directory.

The displayshows: [ <Name>
A OPTS SEND A

Note: To deliver your introduction and message without using the
delivery options, press

Press
The display shows:

To mark a message Certified, press (_CERT ) Tomark a
message Urgent, press (URGENT ) To mark a message Private,
press To send the message, press To cancel
delivery options, or retum to the Options menu, press

Administering
Once the message is marked with a delivery option, the display the
shows: | Msg delivered | Mailboxes
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Replying to
a Message

Calling the
Message
Sender

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 calling the message sender, you must first open the
mailbox and listen to the message. Afterthe message has played:

1. Press
The display shows:

2. To call the message sender, press (_ CALL

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.

Replying to
Messages In
the General
Delivery
Mailbox

When you are listening to messages left in the General Delivery mailbox, you
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
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:

1. Press
The display shows:

2. Press 1nsG

3.  Atthe tane, record your message reply.

4. Press to end your recording.

rec?
pPLAY 0K

?ﬂccept
d RETRY

The display shows:

Note: To listen to your message befare sending it, press

PLAY ) To record your message again, press { RETRY

5. Press to accept your recording Administering
- the

Mailboxes

The display shows: <Name> "’

6. Press
The display shows:

gyDeliuerg options
A CERT URGENT PRIV

To mark a message Certified, press To mark a
URGENT

message Urgent, press To mark a message Private,
press To send the message, press [[#_] To cancel
delivery options, or retum to the Options menu, press {*__]

Once the message is marked with a delivery option, the display
shows: [ Msg delivered |

To end this StarTalk session, press
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Personal Personal mailboxes can be added, changed, or deleted from StarTalk at any
Mailboxes fime. Apersonal mailboxis administered by the mailbox owner. Formore
information on personal mailbox options and administration, refer to the StarTalk
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 ali 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 Programming Record Mailbox List.

f?fAdministering . .
= the Adding a To add a mailbox:
PEIES New Mailbox

" 1. Press WW

2.  Enter <your System Coordinator mailbox number and password
combination>

3. Press
The display shows:
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Press NBOX

The display shows: i Ibox Admin
1 ADD D CHNG J

Press

The display shows:

Enter <mailbox number>

The display shows:

Note: StarTalk allows only one extension number per mailbox.
Enter <extension number>

class:

The display shows:

{ Service

Administering
the
Mailboxes

Enter <Class of Service from 1 to 16>

.........................................................................

5 Name: é
;‘HETRY BKSP oK é

Enter <mailbox owner last name and first 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 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 back-
space, press A comma must be entered after the last
name. To enter a comma, press

The display shows:
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10.  Press
The display shows: .

? Directory? %
i\ YES NO Y

11.  Press or
This is a Directory override. Pressing means the user
name is always played in the Company Directory. Pressing
means a mailbox owner’s name is not played in the
Company Directory.

The display shows: Msg waiting?

12. Press (LYES ) or (_ N0 )
Pressing means a "Message for you" notification is
shown on the display after a message has been leftin your
mailbox. Pressing means no message will be shown.

If this is a mailbox without an extension, press

{ failbox Admin |
QL DEL  CHNG J

The display retums to:

. Administering
o the

Mailboxes

Repeat steps 5 through 12 for each mailbox. To end this StarTalk session
press

Changing After amailbox s registered with StarTalk, you can change the:
Mailbox

o pti ons extension

o  (lass of Service

*  mailbox owner's name

*  Company Directory override
*  Message Waiting notification
e  Password
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Changing To change the mailbox extension:

a Mailbox
Extension

press [ [0 [E=1 B

The display shows: Log:
QuUIT RETRY 0K

Enter <your System Coordinator mailbox number and password
combination>

Press
The display shows:

Press
The display shows:

Admin
DEL CHNG

Administering

the
P ress CHNG i Mailboxes
The display shows: :

Enter <mailbox number>

The display shows:
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7. Press
The display shows: ~ § Ext:
A, CHNG

<417

Note: The extension number shown is only an example.

8. .Press
The display shows:

9. Enter <the new extension number>

The display changes to show:

Ext:

To end this StarTalk session, press

418>
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Changing a To change a mailbox Class of Service:

Mailbox Class
of Service

Press “ Feature l W

Enter  <your System Coordinator mailbox number and password
combination>

Press
The display shows:

Press

The display shows: flai lbox

Press
The display shows:

Administering
the
Mailboxes

Enter <mailbox number>

Passuword
RESET NEXT

The display shows:
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7. Press
The display shows:

8. Press (CNEXT
The display shows: § Seruice class:
d CHNG

9.  Press
The display shows:

10.  Enter <Class of Service from 1 to 16>

To end this StarTalk session, press

'Administering

the Changinga To change a mailbox owner's name:
Mailboxes Mailbox

Owner’s Name 1 Press m[iam fﬁ

2. Enter <your System Coordinator mailbox number and password

* combination>
3 Press
The display shows:
4. Press
The display shows:
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10.

1.

12.

Press (__CHNG )
The display shows:

Press (_HEXT )
The display shows:

Press (_HEXT )
The display shows:

Service
CHNG

Press (_NEXT )
The display shows:

Administering
the
Mailboxes

name> |

NEXT

[ <mailbox owner's

) CHNG

Press ( CHNG

The display shows: [ Name : _
| RETRY BKSP 0K J

Press (0K )
The display shows:

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 Overide and Message Waiting Notification:
Mailbox

Overrides 1 Press -

2. Enter <your System Coordinator mailbox number and password

combination>
3. Press (oK )
The display shows:
4. Press
The display shows:

5. Press
The display shows:

Administering
the

Mailboxes

7. Press (HEXT)
The display shows:

8. Press { NEXT

The display shows: { Seruice Class:
kL CHNNG

9. Press (MEXT)
The display shows:
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10.

1.

12.

Press NEXT

The display shows: Directory: Y

L CHNG

Note: To change the Company Directory ovenide,
press » When a ¥ is shown on the display, the mailbox
owner's name is included in the Company Directory. When anH is

shown on the display, the mailbox owner's name is not included in
the Company Directory.

Press NEXT

The displayshows: ¥ Mag waiting: V¥

| CHNG 0K

Note: To change the Message Waiting Notification,

press 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 N is shown, the *Message for you” notifica-
tion does not appear.

Press S —————————

Thedisplayshows:  H Hailbox  Admin
8 ADD

To end the StarTalk session, press
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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 mailbex 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 iFeature I W

2. Enter <your System Coordinator mailbox number and password
combination> Note: If the System Coordinator password has been
lost, refer to Troubleshooting 'A mailbox owner lost the mailbox
password'.

3. Press
The display shows:

Administering
albor 4 Press I—
ailboxes i 7
. The display shows: B Admin
: DEL CHNG
5. Press

The display shows:

6. Enter <mailbox number>

Passuword
RESET - NEXT &
7. Press (_RESET

The display changes to show: [ Password reset I

The display shows:

To end the StarTalk session, press
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Deleting Before you delete a mailbox, 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 [[Feaure ][] [B™] ]

2. Enter <your System Coordinator mailbox number and password
combination>

3. Press
The display shows:

4. Press

The display shows:
5. Press . ﬁ] emlnls ering
The display shows:  § : :

Mailboxes

The display shows:

7. Press

The display shows: Mailbox deleted

Once the mailbox has been deleted, the display retums to the
[ Mailbox Admin | display prompt.

To end the StarTalk session, press
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~ Sending a Message to More
~ than One Mailbox 8

Introduction Apart from the day to day messages that you send, there might be times 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:

¢  senda Broadcast Message

*  create ordelete a Group List

*  change the members of a Group List
*  view the members of a Group List

»  senda Group Message

Broadcast Broadcast Messages are recorded by you and played on all mailboxes initialized
Messa ges 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
mailboxes.

Sending
aMessage
to Several

A Broadcast Message is played only once for each mailbox owner, and cannot  |Rlekeis

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
several times. Broadcast Messages can be sent to announce meetings, special
BI:noeas(js(:aagset company events, and reminders. :
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Sending a To send a Broadcast message you must first open your System Coordinator
Broadcast Mailbox. ,
Message .
To send a Broadcast message:

1. Press HFeature I||9w’=<1||1 I

2.  Enter <your System Coordinator password>
Note: If you are sending a Broadcast message from a Norstar
telephone that is not yours, you must press The

display shows the[ Log: | prompt. Enter your mailbox
number and password combination.

3. Press

4,  Thedisplay shows the number of messages that have been leftin
your mailbox.

5.  After four seconds the voice prompt announces the other options.

6. Preés
The display shows:

Sending
aMessage
to Several

Mailboxes
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7. Atthe sound of the tone, record your message.
Note: When you record your Broadcast message, rememberto -

speak clearly, at a pace that is easy to understand. Do not forget to
include all the important points of your message.

8. Press to end your recording.
The displayshows:  § Rccept rec?
L RETRY  PLAY 0K )

9. Press to accept your recording.

Your message is delivered to all initialized mailboxes registered with StarTalk.

To replay your message before you send it, press To record your
message again, press To end this StarTalk session, press

Note: Depending on the number of mailboxes registered with StarTalk, it can
take up to five minutes to deliver your message to all the mailboxes. During this
time, access to the StarTalk features is not allowed.

Sending
aMessage
to Several

Mailboxes
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Group
Messages

Preparihg a
Group List

Before you can send a group message you must first define a Group List. A
Group List contains all the mailbox numbers that receive a group message. For
example, you might group all mailboxes from the Accounting department into
ane 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. Forinstruc-
tions on resetting StarTalk refer to Appendix C.

Preparing a Group List is just like setting up a new mailbox. A Group Listis
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 Listis setup
using the StarTalk Configuration Feature Code 983.

You can have a total of 99 Group Lists. Each Group List can contain a maxi-
mum of 500 mailboxes. Before you begin to add Group Lists, you must prepare
a Group Mailbox Member List. This list should contain:

*  lLeading digit assigned during installation
*  Group Listname maximum 16 characters long
*  Mailbox numbers included in the group

Note: For more information about Groups Lists refer to Section 3, Group List
Options.

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 will be from 001 up to
and including 099. Or if the leading digitis 5, the Group List numbers will be
from 501 up to and including 599. The leading digit defaults to 9 whena
number is not assigned. This means, the Group List default numbers are 901
up to and including 999.

Note: The Group List numbers are always three digits long. When your DN
length is 3 and the leading digit is 1, the Special Mailboxes defauit to 200, 201
and 202. 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 8.1 shows a sample Group List.

Table 8.1 - 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. Ifa
mailbox is not initialized when you are adding it to a Graup List, you must end
your StarTalk session and have the mailbox initialized. When you retum to add
that mailbox to the Group List, you must select from the Group List [t
display. Refer to Changing a Group List, later in this section. aMessage
to Several
Once a Group List is established you can change the mailboxes included in the FEEYeCS
List, record a new List name, view the Group List, or delete the Group List.
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Adding Toadd a Group List:

roup List —
a Group 1 Press [ ] [ B

2. Enter <your System Coordinator mailbox number and password
combination>

3. Press
The display shows:

4, Press ( GLIST

The display shows: List Admin

1 ADD DEL CHNG |

5. Press
The display shows:

Note: StarTalk automatically assigns a Group List number. The
display shown in step 5 shows the Group List number. In this

display, 901 is used only as an example.
Sending

aMessage 6. Press

to Several The display shows:

Hecord name:
RETHV 0K

“ WET OGS

7. Atthe sound of the tone, record the Group List name.
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8. Press 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:

9. Press to accept the recording.

10. Enter <Group List nhame>
Note: The Group List name is a maximum 16 characters.

1. Press
The display shows:

12.  Enter <mailbox number included in the Group List>
Note: If you do not know a mailbox number, press(C_D1R ) This
allows you to select a name and mailbox number from the Com-

pany Directory.
13.  After entering a mailbox number, the display shows the name of the
mailbox owner. Sending
a Message
14.  Press to Several
The display returns to: § Mailboxes

To add additional mailboxes to the Group List, repeat steps 12 through 14.

When you have finished adding mailbox numbers to the Group List,

press at the [Mbox: | display. To create another
Group List, repeat steps 4 through 14. To end your StarTalk Group List
session, press
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Changing a
Group List
Name and

Company
Directory
Recording

A Group List name and Company Directory recording can be changed at any

time. You cannot change a Group List number. To change a Group List

number, you must delete the Group List and add new member mailbox numbers
as a new Group List. Referto Adding a Group List, earier in this section.

To change a Group List name and Company Directory recording:

1.

2.

Press iFeature lW

Enter <your System Coordinator mailbox and password combina-
tion>

Press
The display shows:

Press ( GLIST

The display shows:

Press
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.

To change the Group List name, press

Note: If you are not changing the Group List name,

press (_NEXT
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8.  Enter <the new Group List name>

9. Press
10.  Press
The display shows:

Note: When you change the Group List name, you must make a
new recording of the Group List name.

11. Press REC

12.  Atthe sound of the tone, record the new Group List name.

13.  Press to end your recording.

The display shows:
14,  Press
The display shows:
Sending
aMessage
To end this StarTalk session, press to Several

Mailboxes
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Changing the Member mailbox numbers can be added to or deleted from an existing Group
Members of a Listatany time. Mailboxes must be initiaiized before they can be added to a

Group List

Group List. To create a new Group List, refer to Adding a Group List, eartier
in this section.

To change the members of an existing Group List:

1.

2.

3.

4

5.
Sending
aMessage

to Several 6.
Mailboxes

7.

8.

Press _

Enter <your System Coordinator mailbox and password combina-
tion>

Press
The display shows:

Press ( GLIST

The displayshows:  § Group List Adnin Y
: CHHG

Press
The display shows:

Press NEXT

The display shows: name

' PLAY HEXT
Press
The display shows:
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9. Toadd a mailbox number to the Group List, press

The display shows:

10.  Enter <the mailbox number to be included in the Group List>
Note: If you do not know a mailbox number, press
This allows you to select a name and mailbox number from the

Company Directory.

11.  After adding a mailbox number to the Group List, the dlsplay
shows:

GLlst members

Note: To add more mailbox numbers to the Group List, repeat
steps 9 and 10.

12.  To delete a mailbox number from the Group List press ( DEL

The display shows:

Sending
13.  Enter <the mailbox number to be deleted from the Group List> aMessage
to Several
14.  After deleting a mailbox number from the Group List the display ~ [EEAS
shows:

Note: To delete more mailbox numbers from the Group List, repeat
steps 12 and 13. '

When you have finished changing the members of the Group List, press
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 iFeature IW

2. Enter <your System Coordinator mailbox and password combi-
nation>

3. Pess (Cok )
The display shows:

4. Press ((GLIST)
The display shows:

Group List Admin
DEL  CHNG

5. Press CHNG

The display shows:
- Sending 6. Enter <the Group List number you want to view>
~ aMessage :
i toSeveral- The display shows:  § SHIPPING

" Mailboxes

1 CHNG

7. Press NEXT

until the display shows:

GList members |
ADD DEL UIEUW
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9. Press

1 DEL

10.  Press to view the next Group List mailbox member.
When all the Group List members have been shown,

.......................................................................

GList members n:::'i
| aoo DEL  UIEU )

To end the StarTalk session press

the display shows:

Sending
aMessage
to Several

Mailboxes
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Deleting @ You can delete a Group List at any time. When you delete the Group List, you
Group List remove the Group Listname and delete the Group List member maitbox
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 [Fearo ]

2. Enter <your System Coordinator mailbox and password combi-
nation>

3. Press
The display shows:

4. Press
The display shows:

5. Press

Sending. The display shows:
a Mess\age »
to Several
Mailboxes
' 6.
7. Press

The display shows:

To end the StarTalk session, press

StarTalk Set Up and Operation Guide



Section 8: Sending a Message To More Than One Mailbox 8 - 15

Sending A Group Message can be sent whenever you want to notify a special group of
a Group mailboxes of a pending event or company notice that only pertains to that group.
Message 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 o
Preparing a Group List, earier in this section.

To send a Group Message from your Norstar telephone:

1.  Press "Feature Hrgﬁ

The display shows:

2. Enter <the Group List number>

3. Thedisplay shows the Group List name.

4.  Press

5. Atthe 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 clearly, ata pace
that is easy to understand.

6. To end your recording, press

When you have finished recording your message, you can:

Press (_PLAY J o replay your message
Press to record your message again
Press to 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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StarTalk Reports 9

Introduction starTalk Reports are used to view StarTalk programming and the available
message time. There are five StarTalk Reports:

. Directory Report

J Numeric Subscriber Mailbox Report
. System Group List Report

. Message Usage Report

. Mailbox Activity 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
RS232 port on the StarTalk module.

StarTalk
Reports
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The

The different reports allow you to view StarTalk storage capacity, the Company

Different Directory list, mailbox owners, Group Lists, and individual mailbox activity.

Reports

StarTalk
Reports

StarTalk reports are numbered from 1 to 5. Only the report number appears on
the Norstar display.

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 9.1 shows a sample Directory
Report.

DIRECTORY REPORT Date: 12/14/91
Subscriber Mailbox Extension Name Greeting
Recorded Recorded
BLACK,K 224 224 Y Y
BROWN,A 223 223 Y Y
DAVIES,R 333 333 Y Y
GENERAL_DELIVERY MB 100 100 N N
GUEST, ONE 250 N Y
SMITH,E 221 221 Y Y
SYSTEM_MANAGER, MB 102 102 Y Y
TROUBLE, MB 101 101 N N
WHITE,W 222 222 Y Y

Figure 9.1 . 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 9.2 shows a sample Numeric Subscriber Report.

NUMERIC SUBSCRIBER MAILBOX REPORT Date: 12/14/91
Mailbox Subscriber

100 GENERAL_DELIVERY MB

101 TROUBLE,MB :

102 SYSTEM_MANAGER,MB

221 SMITH,E

222 WHITE,W

223 BROWN,A

224 BLACK K

227 TAYLOR,K

Figure 9.2 - 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 9.3
shows a sample System Group List Report.

SYSTEM GROUP LIST REPORT Date: 12/14/91
Number Name Mailbox Mailbox Name
901 SALES 224 BLACK,K

223 BROWN,A

333 DAVIES,R
902 SHIPPING 227 TAYLOR,K

221 SMITH,E

Figure 9.3 - System Group List Report

Message Usage Report (4)
This report shows the total minutes of message storage time available.
Figure 9.4 shows a sample Message Usage Report.

MESSAGE USAGE REPORT Date: 12/14/91
Minutes
Current storage available 123

Figure 9.4 - Message Usage Report

StarTalk
Reports

When this report shows less than 30 minutes of message storage time avail-
abte, you should send a Broadcast Message telling users to delete any
unnecessary messages in their mailboxes. For instructions on sending a
Broadcast Message, refer to Section 8, Sending a Broadcast Message.
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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. Thisis a two page report.
Figure 9.5 shows a sample page 1 of the Mailbox Activity Report.

Mailbox Activity Report Date: 12/14/91
Fri Sat Sun Mon Tues Wed Thurs
Mailbox xox
Name oo
Last access date xxHouxx

Number of messages sent
Total length of messages
Average length of message

Number of times max message
length reached
(subscriber record):

Number of messages received
Total length of messages
Average length of messages

Number of accesses
Connect time in mailbox
Total minutes

Average minutes/access

Average time before
messages heard (Hours)

NEEE® | Average time before
SEWIEH | messages deleted (Hours)

Number of times 3 bad
passwords entered

Figure 9.5 - Mailbox Activity Report

Note: The starting point of this report follows the last full day of activity. For
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: 12/14/91

Number of messages sent
Total length of messages
Average length of message

Number of times max message
length reached
(subscriber record):

Number of messages received

Total length of messages
Average length of message

Number of accesses
Connect time in mailbox
Total minutes

Average minutes/access

Average time before
messages heard (Hours)
Average time before
messages deleted (Hours)
Number of times 3 bad
passwords entered

Primary Gresting Recorded - Yes or No
Alternate Greeting Recorded - Yes or No

Figure 9.6 - Mailbox Activity Report

StarTalk
Reports

Figure 9.6 shows-a sample page 2 of the Mailbox Activity Report.

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 mailboxes,
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. Printing a report
occupies a channel. This means, if you have a four channel StarTalk model,
only three channels are available for transferring calls and taking messages.

To print the Mailbox Activity Report, you must enter a mailbox number or press

'
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Printing You can print StarTalk reports whenever you need them. StarTalk reports are

StarTalk printed using the Configuration Feature Code 983. Before you begin to print

Reports your reports, ensure the printer is turned on, and there is enough paper in the
printer.

To print a StarTalk report:

1. Press [[Feawre IW

f' Log: é
L ouiT RETRY  OK J

2. Enter <the system coordinator mailbox number and password
combination>

3. Press
The display shows:

The display shows:

4. Press [[7°73
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

" StarTalk next report number on the display, press (_ NEXT
¢ - Reporls
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Press I ——

The display shows: H Printing...

Note: When you are finished printing Report 5, the dlsplay
changes to show: T —— :

RESET

QUIT

Enter the mailbox number or press (__ALL )  The report begins
to print automatically.

Press to reset the Mailbox Activity Report to zero.
The display shows: I,

Stats reset

The display changes to show:

Important: Printing a StarTalk report occupies a channel. You can
stop the printer by pressing

To end this StarTalk session, press
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StarTalk
Reports
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Trdubleshooting StarTalk

10

Introduction.

System
Trouble

Automated
Attendant does
not answer

any calls

The Automated
Attendant
transfers some
callers to the
General Delivery

Troubleshooting StarTalk is separated into two sections:

* system trouble
* operating trouble

Ensure you check the StarTalk Trouble mailbox regulary.

System troubles are problems occurring to more than one user, and to both
intemal and extemal callers.

1. Verify that you have assigned the lines to the correct Greeting Table,
and the line is designated as Y. This means that StarTalk is set to
answer the line.

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. Veriy that greetings 1 to 4 have been recorded. These greetings default
to each of the four Greeting Tables and must be recorded for the
Automated Attendant to operate. Refer to Section 4, Setting Up
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.

Trouble
Shooting
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.
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Greetings are
played at the
wrong time
of day

Greetings are
played on the
wrong line

A telephone
cannot be
forwarded to
StarTalk

Trouble
Shooting
StarTalk

For StarTalk to transfer calls correctly, each mailbox must have a unique
extension number. If two mailboxes have the same extension number, calls to
that extension are transferred to the General Delivery Mailbox. To verify that all
mailboxes have unique extension numbers, print the Directory Report (Report
2). Forinstructions on printing reports, refer to Section 9, Printing StarTalk
Reports.

There are three possible causes for this problem:

1. The Business open is set to NO. Change the Business open to YES.
Refer to Section 6, 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 4, Setting Up StarTalk.

3. It might be that the wrong greeting numbers have been assigned to the
Greeting Tables.

A telephone line might be assigned to the wrong Greeting Table. To verify that
your line information is correct, refer to your Programming Record. If you find
the information is incorrect, you must re-assign lines to Greeting Tables. Refer
to Section 4, Setting Up StarTalk.

If you are attempting to forward your telephone to StarTalk and the display
shows: | Forward denied _1 you might be forwarding to the
wrong extension. Verify that you are calling the right extension using Feature
Code 985. When you enter the Intercom Number, zeros appearing before the
number are not entered. For example, 0021 is entered as 21.
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Feature 981 Whenever the Log prompt appears on the display, it can be caused by:

produces a
“LOG” prompt 1. The station might not have an assigned mailbox. If the extension does not”™
on the Norstar have an assigned mailbox, StarTalk will request both a mailbox number
display and a password.

2. The extension might have two or more assigned mailboxes.

3. A Guest mailbox, which normally does not have an assigned extension.

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 fist 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 mailboxis notinitialized.
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 User Card, or provide instructions from Section 5 in this
Guide.

2. Amailbox s full.
It a mailbox is full, instruct the mailbox owner to delete all or some of the
messages in the mailbox.
Trouble
3. The message storage pack is full. Shooting
StarTalk notifies you when the Message Storage Pack is reaching its StarTalk
capacity. To determine if the Message Storage Pack is full, print the
Message Usage report. This report shows you the available minutes of
storage remaining on StarTalk.

Note: If the StarTalk Message Storage Pack tends to become full fre-
quently, perhaps it can be increased to a larger size. For more information,
contact your Service Representative. ’
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Messages are
being lostin a
mailbox

A mailbox
owner lost the
mailbox
password

A mailbox is not
in the Company
Directory

Calls are

being answered
by the wrong
mailbox

Trouble
Shooting
StarTalk

|If messages are being removed that are recent (less than five days), reset the
mailbox password and instruct the user to change the password. Refer the user
to the StarTalk Reference Guide, Section 3. -

A forgotten password cannot be recovered. The password associated with the
mailbox must be reset to the default password 0000. Once a password has
been reset to the default password, the mailbox owner must change the defauit
password in order to use the mailbox.

To reset a password refer to Section 7, Administering the Mailboxes.

If the System Coordinator password has been lost:

. Press &)

2. Press []

3. Enter RESETSMPSWD (73738767793)
4. Press 0K

5. Press YES

Check to ensure the mailbox has been initialized. If the mailbox is not initialized
it does not appear in the Company Directory. You should check to ensure the-
Company Directory Override is set to YES. Refer to Section 7, Administering
the Mailboxes.

All ringing CO lines will be answered by StarTalk if the station is forwarded to
StarTalk using Norstar Call Forward All Calls or Call Forward No Answer. Fora
complete description of Norstar feature compatibility, refer to Appendix A.
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A mailbox
can’t be added
to StarTalk

You cannot
enter a name
for a mailbox

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

Ensure the mailbox is not already registered with StarTalk. Mailbox numbers
must be unique. It is recommended that an extension not have more than one
mailbox. Ensure the mailbox number s valid, and does not begin with the same
leading digit as Group Lists. StarTalk can store up to 500 persenal mailboxes.
Refer to your StarTalk Programming Record.

Names should be entered as last name, then first name initial. All names must
have a comma (,) separating the first and last names. Refer to Section 7,

-Administering the Mailboxes.

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 pattems 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 ta StarTalk indicates that you are finished
entering your password.

Some voice pattems 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
(#] button the recording session would end. Correcting Talk Off requires
adjustments to your Norstar system. Contact your sales representative.

The StarTalk Group List is enabled during instaflation. 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.

StarTalk Set Up and Operation Guide

Trouble
Shooting
StarTalk




10 - 6 Section 10: Troubleshooting StarTalk

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 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 intemally with StarTalk.

Answer Keys ‘Answer keys allow a set to answer calls sent to another set.
Answer keys do not affect StarTalk operation on extemnal calls. -
Extemal calls are sent to the called set's mailbox. Non-ringing
answer keys do not affect external calls.

For intemal 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
-calleris sent to the mailbox of the CFAC set. For example: If
set A has a Ringing Answer Key for set B and set Ais CFAC to
StarTalk DN, when a caller attempts to reach set B and there is
no answer, the caller is transferred to set A's maitbox.

When the set that has the answer key is CFNA to StarTalk, the
caller receives the mailbox of the called set. For example: If Appendix
set A has a ringing answer key for set B and set Ais 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

Background Music/Tones on Hold

Call Forward All Calls

Call Fo.rward No Answer

Camp On

All users on the Norstar system can program StarTalk's ON
number. StarTalk’s DN is determined using Feature Code 985.

The System Coordinator can use autodial for Busy Lan;p Field
(BLF) indication for all voice channels. This allows StarTalk
lines to be monitored during busy periods.

Must be set to NO when changing the StarTélk DN and StarTalk
RJ11 teledapt cords.

Either background music or tones on hold must be selected in
order for screened transfer to work.

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
setimmediately.

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 higher than the number of rings for DRT.

CFNA takes precedence over DRT and Transfer Callback.

The Camp On feature cannot be used to access StarTalk. lfa
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 or Centrex software.
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Delayed Ring Transfer (DRT)

Disconnect
Supervision

Do Not Disturb (DND)

Feature Timeout

To use StarTalk as a secondary fine answering position, you set

DRT by: .

1. Assigning the StarTalk DN as the prime set for the specified
lines that are to be DRT to StarTalk.

2. Sefting the Norstar DRT to YES.

3. Setting DRT Delay from 1 to 6 (inclusive) rings.

4. 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 StarTalk.

Note: When the StarTalk Answer option for a line is set to
YES, then StarTalk answers the line immediately with Greeting
Table 1.

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.

When a KSU has Disconnect Supervision if a caller hangs up
after reaching the Automated Attendant, Norstar immediately
senses this and breaks the connection. This resuits in fewer
‘phantom’ messages in the General Delivery Mailbox and
prevents StarTalk ports from being tied up.

The Disconnect Supervision feature is only available on Norstar
Modular KSUs and trunk modules with the DS suffix on their
labels.

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 mailbox, or reaching another person.

When a Norstar set calls another Norstar set that is USing DND,
the line indicator flashes until the call is CFNA to StarTalk.

StarTalk has a timeout of up to three minutes. This feature is
independent of the Norstar timeout.
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Hold

Intercom Numbers

Language Choice

Lines

Message Send/Reply/Waiting

Night Service

Appendix

A user cannot put a StarTalk session on hoid. If the hold button
is 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.

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 on a set 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 StarTalk's prime DN is specified as the Night Ring set for
an incoming line, a caller immediately hears StarTalk's General
Delivery mailbox greeting and can leave a message when a CO
line is not specified to be answered by the StarTalk Automated
Attendant and the Night Service is set to ON.
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Prime Set (Multiple)

Priority Cail

Privacy (DR2)

Privacy (DR3)

Private Line

Release Button

Ringing Line Preference

Selective Call Forward

Service Modes

When configuring lines, StarTalk can be designated as the
prime set.

Ends a StarTalk session.

Once StarTalk has answered a line, that line cannot be ac-
cessed by another set. The display shows “Line in use.”

StarTalk lines, which are those lines that DRT to StarTalk or that
StarTalk is set to auto 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 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 funchtime or non-business
hour.

The Service Modes feature is only available on Norstar Modutar
KSUs using Modular DR3 or Centrex software.
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Témplate StarTalk is compatible with all templates (Square, PBX, Centrex
and Hybrid).

Time and Date The Norstar Time and Date is independent of the StarTalk Date
and Time.

Transfer Callback 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.

Norstar Norstar Centrex software simplifies feature usage by integrating central office
Centrex Centrex services with Norstar's advanced system features. When a transparent
feature is evoked, the Norstar Centrex system will assess the call state and

Feature featre request. The software automatically determines whether the request is

Com pati- for extemal CO Centrex feature access or intemal Norstar feature access.
b“'ty Note: Transparent features include: Transfer/Conference, Call Forward, Ring

Again, Make Busy, Group Pick-up, Directed Pick-up, Call Waiting, Call Forward
and Executive Override.

The Norstar Centrex package also provides simplified dialing by automatically
interpreting the digits dialed. After a digit interpretation, the call is routed
through the Norstar system or the Centrex group. The call can also be routed
through the public network.

'Norstar only' Al StarTalk DNs must be set to ‘Norstar only’. For example, when Transfer is
DN 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.

Appendix

StarTalk Set Up and Operation Guide



Appendix B -1

Appendix B:

Definition

Configuration Data

Data Field Values/Range Defauit
System Coordinator's password 4 to 8 digits in length 0000 (four zeros)
Special Mailbox Types: 2 Digit 7 Digit 3 Digit *
General Defivery Mailbox 10 1000000 100
Trouble Mailbox 11 1000001 101
System Coordinator's Mailbox 12 1000002 102
Attendant Extension Number any valid Norstar extension none
.| CO Line Greeting Assignment:

Line number 1-184
Greeting Table:
Greeting Table number 1-4 1
Number of rings 0-12 1
Greeting used:
Moming 1-40 1
Aftemoon 1-40 2
Evening 1-40 3
Non-business 1-40 4
Primary language P = primary P

A = altemate
Call Transfer type B =blind B

S = screened

* When the Group List Leading Digit is assigned as 1, the Special Mailboxes default to 200, 201 and 202.
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Data Field

Extension Mailbox Data Base:
Extension leading digit

Digits in extension

Mailbox leading digit

Digits in mailbox

Values/Range Default
0-9 none
2 - 7 digits 3
0-9
none
2 - 7 digits 3o

System Coordinator Mailbox and Password Combinations

Norstar DN Length StarTalk Mailbox Defauit
Number Length
2 2 120000
3 3 1020000
4 4 10020000
5 5 100020000
. 6 6 1000020000
7 7 10000020000
Data Element Values/Range Defauit
Maximum number of mailboxes 500 500
Class of Service:
Class of Service number 1-16 none
Prompt language 1=Pn none
2= Alt
Max mailbox message time - 1-180 min none
Max message length 1-15min none
Max greeting length 1-10min none
Message retention time 1 day - indefinite none
Group Lists:
Group list number * 001-099  901-999 901 - 999
Maximum number of members 500

* Group list numbers are three digits in length regardless of the DN length.
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Group List Leading Digit Group List Range

001 to 099
101 to 199
201 t0 299
301 o 399
401 to 499
501 to 509
601 to 699
701 to 799
801 10 899
901 to 999

WO~ O AWM -2 O

Default Feature Codes for StarTalk

Leave Message F980
Open Mailbox F981
Operator Status F982
Configuration F983
Date & Time | F984
StarTalk Directory Number Fa85
Transfer F986

Appendix
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Class of Service Values: 1 2 3 4 5 6 7 8
Class of Service Name )
PromptLanguage 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
Message retention period (In days) 30 30 0 0 7 7 15 15
Personal greeting Y Y Y Y Y Y Y Y
Greetinglength 1 1 1 1 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 5 5 10 10 15 15 30 30
Number of attempts 3 3 5 5 7 7 9 9
Class of Service Values: 9 10 11 12 13 14 15 16
Class of Service Name

Prompt Language P A P A P A P A
Max mailbox message time (In minutes) | 10 10 30 30 40 40 40 40
Max message length (In minutes) 3 3 7 7 10 10 2 2
Message retention period (In days) 35| 365 60 60 90 90 45 45
Personal greeting Y Y Y Y Y Y Y Y
Greeting length 1 1 2 2 3 3 5 5
Group Lists Y Y Y Y Y Y Y Y
Off-premise message notification Y Y N ‘N Y Y Y Y
Retryintervals 5 5 10 10 15 15 30 30
Number of attempts 3 3 5 5 7 7 9 9

0 =INDEFINITE RETENTION
P = PRIMARY
A =ALTERNATE

Note: When StarTalk's bilingual language capability is disabled, all Classes of
Service default to the primary language. Class of Service values can be
modified from an RS232 Terminal. Refer to your StarTalk Installation Guide.
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Co nfigura- The main menu appearing on the M7310 and M7324 telephone display varies
: according to the optional software applications enabled with StarTalk. The
tion I:nefau“ following are examples of the different main menus that appear.
enus

StarTalk main menu without Group Lists:

AR GLIST }

Appendix
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Appendix C: Resetting StarTalk |

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 4 and 5 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 Programming Record.

Appendix
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Resetting Toreset StarTalk:

StarTalk

1.

2.

Press “ Feature ”W

Enter  <your system coordinator mailbox number and password>
Note: If you are resetfing StarTalk before you have performed the
initial set up, you must enter the default password 0000.

Press (0K )
The display shows:

AA

Press [1_]
The display shows:

Enter REINSTALL (734678255)
important: This password should not be made available to a
user.

Press
The display shows:

Press YES

Afteryou press (Y= )StarTalk begins to reset. When StarTalk is finished,
the display changes i show: | System ready | and

Exit

] You are now ready to initialize StarTalk. Referto

Initializing StarTalk, later in this 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 Moduleto  ~
accommodate a new StarTalk mailbox number length. This is usually only
necessary if your Norstar system is upgraded or expanded.

Toinitialize StarTalk:

1 pess [ FAEFIEF

The display shows:

2. Enter CONFIG(266344) using the dialpad.

3. Press
The display shows:

4.  Enter <the StarTalk mailbox number length>
Note: You MUST enter the digit length that is the same as the
Norstar DN length. The mailbox number range is between 2 and 7
digits. StarTalk's mailbox number length default is 3. If you press
before you enter the mailbox number length, StarTalk
defaults to a mailbox length of 3.

5. Press

The display shows: Bilingual?
NO

Appendix

Note: [ALT] means either FRE or SPA will appear.
English is abbreviated ENG. French is abbreviated FRE. Spanish
is abbreviated sPA.
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7. Select the primary language.

The display shows: Group lists?

d VES N

Note: Pressing means the Group List capability is not
enabled, proceed to step 9. Pressing means the
Group List capability is enabled.

8.  Select Group List capability.

The display shows:

Note: Enter a leading digit from 0 to 9. If you do not enter a digt,
the leadin