Al catel 4034 User
GUI DE

The Al catel 4400 PABX System provi des you with an
extensi ve range of features that will contribute to
better efficiency around the office. This user guide
will help you take full advantage of these features.

These instructions only refer to 4034 digital tel ephones.
Shoul d you be using another digital tel ephone please see
the appropriate digital user guide.




Feat ure codes

Mai n feature codes

Functi on Def aul t Code Page No.
Voi ce mai|l access *

Qutside |line 0 7
Oper at or 9 7
Syst em nenory nunber *2 9
Cancel automatic call back *90 10
Call back last caller *8 12
Retrieve a parked call *7 16
Direct call pick up #6 + EXTN 17
Group call pick up *6 17
Ni ght service pick up *1 17
| nredi ate forward *01 18
Forward on busy *02 18
Forward on no reply *03 18
Forward on busy/no reply *04 18
Cancel forwardi ng *00 18
“ Follow ne” forward *06 19
Cancel “ follow ne” forward *07 19
Appoi nt nent reni nder #00 20
Cancel appoi ntnent ren nder #01 20
W t hdraw from hunti ng group #4 20
Re-enter hunting group *4 20
Padl ocki ng/ unl ocki ng an *3 21
ext ensi on

Meet ne conference #7 21
Account coded cal | #2 22
Forwar di ng externally *01 23
Movi ng service #05 23
Substitution #02 24
Do not disturb *05 24

Note: The feature codes included in this guide are the default codes
for the 4400 system Cccasionally, alternative codes may need to be
used by the systeminstaller.
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Gener al
description

Your Alcatel 4034 extension is nmade up of 5 distinct
zones:

The fixed keys - By using one of these keys you nay
access the nmost commonly used functions.

St or e/ Re to save a nunber and redial it
d | ater;
Mai | to access the voice and text mail
system
Redi al to redial the | ast external

nunber dial | ed;

LS-/ « to reduce the volune of the
| oudspeaker;
Mit e deactivates the mcrophone while
on a call.
| SDN to access | SDN features;
LS/ Appl y to activate the | oudspeaker;
LS+ - to increase the volune of the
| oudspeaker;
Handsfre to activate the hands free
e m cr ophone;

i to access the programm ng of the
ext ensi on;

O==0 to release a call or end
pr ogr ami ng;

- to scroll through the screens of
= the di spl ay.
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The programuabl e keys

Your extension has 19 keys with icons which are
progranmmabl e either by you or by the installer. They
make it possible to:

e call an internal or external nunber by pushing a
singl e button;
* access a function.

To program the keys on your extension to suit your
i ndi vi dual needs consult the section “ custoni sing your
extensi on” .

The icons

There is a visual guide called an icon associated with
each of the programmabl e and functi on keys. These icons
carry information on:

a call

e Call in progress

(f1 ashi ng) @y

e Conversation in é?
progress

« Call on hold 42 Se or To

f eat ures:
e Feature inactive

« Feature activated

e Feature needing your .

attention

| egend:
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The di spl ay
Your Al catel 4034 extension has a 2 line display, which
acts as your permanent guide.

Each of the two Iines on the display nmay continue on to
two or nore pages.

The presence of an other page is indicated by the symbol
“ > at the right hand side of the display.

The first line displays information on the status of your
extension or on your caller, as well as the tine and the
date (when free).

The second line indicates the accessible functions at a
given time. You access the function by pressing the soft
key situated under the pronpt.

There are ten soft keys which are linked to the display.
Whil st in conversation, these soft keys nay be used to
access the features indicated.

When the extension is free, the soft keys act as
programmabl e keys (45 in total). They nay be used to
menori se personal nunbers for speed dialling or to
menorise certain functions (see page 32 “ Progranming the
Keys” ).

Addi ti onal optional equiprent

Your extension is equipped with an al phabetic keypad
whi ch slides beneath the extension. |If an external
keypad is preferred, it is available as an optiona
extra.

The keypad enabl es you to use the messagi ng functions,
call by name and the programming functions.

Add on nodul es of 20 or 40 keys may be connected to your
extension. The keys on the nodul es are used in the sane
way as the programmabl e keys.
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Voice guides help you select and carry out functions.
Any feature request is followed by the confirnation voice

pronpt . “ Your request has been recorded. You may now
hang up” . If the feature is wunavailable to vyour
extension you wll hear, “ The nunber dialled is not

aut hori sed. Please nake enquiries” .

Keys used
9 | Key on the dialling Fi xed function
keypad key

Soft key (linked to the W Pr ogr anmabl e key
di spl ay) %

(may either be a key

| i nked
to an icon or a soft

key)

“ Beeps” during a conversation
Single - operator intruding on a busy extension.
Repetitive - another caller attenpting to reach you.
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Tel ephone | ayout

1
—— -T— -1 —— -I— -1
 — - -T— 1 E;];_ -T— 1
Store/ Red.
@\ :_ 1T %_ 1 ISDNserv’@
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= T == T =
 — - -T— 1  I— - -I— _I%?
Mute Han: ree
 — - -T— 1 — -T— 1
@5'/ " \\®
1. The fixed keys 2. The icons 3. The

programmabl e keys

09/01/96 12:30
Recept Mgr Jil Tom Mike

I | | I I L= -

4. The display 5. The soft keys

Al catel User CGui de 4400/ 4034



Maki ng an Exter nal
Cal |

[] [::] + External Number

Alternatively, instead of 0, you can press a |ine key for
an outside line (if your extension is nultiline).

Redi al

There are two ways of storing and redialling an internal
or external nunber:

[] Nunmber + St ore/ Re
d.
The nunber will be stored tenporarily in the nenory. To

redi al the saved nunber:

[] St ore/ Re
d.

Alternatively, to autonmatically redial the | ast externa
nunber di al | ed:

[] Redi a

Maki ng an | nternal
Cal |

[] Ext ensi on Nunber

Calling the Operator

0 el
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Calling by Nane

This feature allows you to search for the nunber of an
internal user by typing in at least 2 characters of the
nane or initials on the al phabetic keypad.

SM _
Nane Initia Cance
Nare &F

If the characters entered correspond to a surnane:

[]

If the characters entered correspond to the initials of
the first name and surnane:

0

If the characters entered correspond to a surnane
followed by a first nane:

0

To cancel the operation and quit:

0

Once the relevant search has been carried out, the
display will show the first nane found. |If nore than one
possi bl e name mat ches the characters entered, the display
i ndi cates that there are further names (i.e. 01/03).

SM TH JOHN 218
01/ 03
Next Cal | Cance
Prev
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N I N O

Next

Cal |

Cancel

to view the next possible nane
to call the displayed nane
to view the previ ous nane

to cancel the operation and
qui t

11
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D alling a Personal Menory
Nunber

To call a nunmber programmed in the personal nenory eith
press the soft key under the appropriate name if

di spl ayed, or use the scroll key to find the nane, then
press the associated soft key. |If the nunber is stored
on a programuabl e key sinmply press the key.

Calling a System Menory Nunber

System nenory nunbers are programed by your system
manager. They are stored in a central nmenory and are
used for abbreviated dialling.

Your system manager will provide you with a list of the
nunbers avail able to you.

|:| @ + the menory nunber

Note: Wien using the systemnenory to call an external
nunber, you do not need to dial O for an outside |ine.

er
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Leaving an Autonatic Cal
Back

If the extension being called is busy, you may ask to be
call ed back as soon as they are free. Your display wll
appear as foll ows:

SM TH JOHN 218 is busy
LSInt Book Intrus CanpOn
[
As soon as the extension is free you will be called back

Leaving a Call Back
Request

If there is no reply when you call, you may ask to be
call ed back. When you receive no reply:

SM TH JOHN 218 is alerted
LSl nt Book

N

This will activate the Mail key icon and light the LED on
the cal |l ed extension.

To cancel a call back

[] O 9 0 + the destination
ext ensi on numnber

Consulting a Call Back
Request

If soneone has left a call back request on your extension
in your absence, the Mail key icon and the LED on your
extension will be flashing.
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[] Mai | [] Cal I B

k

The first person to be called back will be displayed. To
call them back:

N

To Wit on an
Ext ensi on

If the extension you are calling is busy, you nmay wait on
that extension until it is free. On receiving the
engaged tone:

0

The extension called will be informed by an audi bl e beep
that you are waiting.

Consulting a Waiting
Cal |

VWil e you are in conversation another caller may try to
reach you. |If this caller has pernission to “ canp on”
(i.e. wait on) your extension, you nmay consult their
identity without needing to answer the call. The display
wi || appear as foll ows:

SMTH JOHN is camped on
Enqui r CanpOn Consl t

To take the waiting call:

0

If you wish to return to your initial caller

0
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I ntrusion on a Busy
Ext ensi on

If you are trying to reach an internal extension that is
busy, and you and the call ed extension have a category of
service all ow ng intrusion:

[] Intr

us

If you have permission to intrude, you will be in
conversation with the other two parties.

To cancel an intrusion, hang up.

Call Back Last
Cal l er

Even if the last extension user to call you did not |eave
a cal l back nmessage, it is possible to ring them back

[ Ol [s]

This is very handy should your phone stop ringing just
before you reach it.

The nane of the last caller is displayed:

SM TH JOHN

Book

To directly dial the extension nunber:

O
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Maki ng an Enquiry
Cal |

VWi le you are on a call you may call a second person to
make an enquiry.

[] nunber of 2nd person (this may be an
ext ernal nunber)

To return to the first caller

O

Transferring a

Cal |
To transfer a call to another extension, make an enquiry
call. The display will appear as follows:

SM TH JOHN 218 is alerted

EnqOrf f LSI nt Text

Tr ansf

When t he extension answers, introduce the caller then

O

If the called party is busy, not answering, or refuses
the call:

[] EnqCr f
You are reconnected to the original caller

Not e: Dependi ng on system configuration you nay be able
to transfer calls to an external nunber or nobile phone.
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Maki ng a Back and Forth (Broker) Enquiry
Cal |

During an enquiry call you may talk alternately with each
party. The display will show the foll ow ng:

SM TH JOHN 218 // EVANS TARA
282

EnqCr f Br oker Conf

Tr ansf

To alternate between call ers:

O

You may al so set up a back and forth call by pressing the
appropriate line key for each call (if multiline).

|:| |:|A icon illum nates

(caller Ain conversation, B on hold)

|:| |:|B icon illum nates

(caller B in conversation, A on hold)

Once the enquiry call has been cancelled, you are back in
conversation with the first caller.
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Maki ng a Conf erence
Cal |

This feature allows three people to be in conversation

simul taneously. Call the first party, then make an
enquiry call to the second person. The display will show
the foll ow ng:

SM TH JOHN 218 // EVANS TARA
282

EnqCr f Br oker Conf

Tr ansf

Then, to create the conference between three people:
O

EVANS TARA 282 * SM TH 218
Conf erence

m Conf Tr ansf

To cancel the conference and return to the first caller:

O
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Recei ving a

Cal |
Either lift the handset or take the call in ‘hands free’
node:
|:| Handsf r
ee
Cal |
Par ki ng

Call parking allows you to disconnect from an external
call and be reconnected later, either at your own
extension or at another extension.

Your display will show the foll ow ng:
| SDN
Enqui r Park  Trace M-Send
CanmpOn

To park the call:

|:| Par k + extension where you want to
retrieve the call.

To retrieve a parked call:

|:| 0 7 + extension where call is
par ked
If the call is not retrieved within a set time (normally
two minutes) it will revert to the sw tchboard.
Note: If you are parking the call on the extension you

are using there is no need to dial an extensi on number.
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Cal | Pick
Up

To pick up a call that is ringing on another extension:

|:| # 6 + extension nunber that is
ringing

To pick up a call that is ringing on another extension
wi thin your defined group:

0 B [

Ni ght Service
Answer

Ol Al
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For war di ng
Cal I's

If you will be absent from your extension you may
redirect callers to another extension

To place an i mediate forward on your extension

[] O 0 1 + the destination
ext ensi on numnber

To place a forward on busy on your extension

[] O 0 2 + the destination
ext ensi on numnber

To place a forward on no reply on your extension

[] O 0 3 + the destination
ext ensi on numnber

To place a forward on busy or no reply on your extension

[] O 0 4 + the destination
ext ensi on numnber

Cancel ling Call
For war di ng

To cancel all call forwarding:

0 [E] [o] [o]
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“ Fol | ow Me”
Forwar di ng

If you are not at your own extension you can forward your
calls to your current extension. Any extension on the
sanme system can be used to activate forwarding.

To activate “ follow nme” forwarding:
(1 [0 [o] [e]

[] the destination extension nunber + your own
ext ensi on nunber

Cancelling “ Foll ow We”
Forwar di ng

To cancel “ follow ne” forwarding fromthe destination
ext ensi on:

1 [0 [o] [7]

To cancel “ follow nme” forwarding fromyour own

ext ensi on:

0 [E1 [o] [o]

Call Forward on Ringing

This feature enables you to forward a call while your
extension is ringing (wthout answering the call).

When the extension rings, without lifting the receiver

[] ext ensi on nunber
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Appoi nt mrent Rem nder

This feature allows you to programre your extension to
ring at a specified time, as a reminder. To activate the
rem nder:

0 1 [o] [o]

Your
Appoi nt ment !

Enter the tinme at which you wish to be rem nded. Your
screen will confirm

Your
Appoi nt ment ! 0900
Rubout

Use Rubou | to nodify the tinme if
t i ncorrect.

At the tine of the rem nder, your extension wll ring.
To confirmthat you have received the reninder, lift the
recei ver and then hang up.

To cancel an appoi ntment rem nder:

O [ [o] [&]

Wthdrawi ng froma Hunting G oug

This feature allows you to withdraw froma hunting group
or automatic call distribution group. To activate the
wi t hdr awal :

][] [4]
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You will still receive your own calls.
To re-enter the hunting group:

0[O [4]

Padl ocki ng/ Unl ocki ng your
Ext ensi on

This prevents an extension from being used to nake
external calls wthout a code being entered:

0 a1 =]

If the feature is accepted, it will be displayed as
fol | ows:

Set is | ocked

To cancel the | ock:

|:| @ + your personal code

Meet - Me Conf er ence

Up to four participants, including two outside
lines may speak in a tel ephone conference.

To join in a Meet-M Conference:

|:| # 7 + the pre-arranged four
digit code

If you are the first participant you will hear
nmusi ¢ until the other people join in.

To | eave the conference, hang up.
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You may re-enter at a later tine.

To transfer an outside party into the conference,
foll ow the above procedure then hang up.

Fol | ow t he procedure again to transfer yourself in.

These features should only be inplenented with the
know edge of your system admi ni strator.

Call Forwarding to an External

Number

|:| 0 0 1 | + the external nunber
preceded by ‘0’

To cancel:

1 [0 [o] [o]

Not e: You may only forward to an external nunber

i mediately. Check with the system admi ni strator
before activating this feature.

Activating Do Not
Di sturb

If you do not wish to be disturbed, this feature prevents
callers (with the exception of the operator) fromgetting
t hrough to your extension:

[] (O] [o] [5] + personal code
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If the feature is accepted, it will be displayed as
fol | ows:

DO NOT DI STURB

To cancel Do Not Disturb:

0 [E1 [o] [s]
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Sendi ng DTMF Tones

DTMF tones nmay be sent during a call for using hone
banki ng services or to gain renpte access to an answering
machi ne, etc.

Once you have dialled an external nunber, your display
wi || appear as foll ows:

9951 1222
Enqui r Record Par k
DTVF

Whi | st in conversation:

[] DTMF [] Keys on dialling keypad as
pr onpt ed.

To return to normal, hang up or press the rel ease key.
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Sendi ng Text
Mai |

You may send a witten nessage (up to 127 characters) to
anot her extension with a simlar type tel ephone.

[]

The display will appear as foll ows:
0 Msg OMsg
Text Voi ce
0 0
[] Ext ensi on nunber

To confirmthe destination:

[] Appl

y

You will then be asked to select one of the follow ng
three types of nessage:

Fi xMs A list of predefined nessages;
9
Pr gMVs A list of predefined nessages which need to
g be conpl et ed;
MyMsg This list allows you to type in your own
message, using the

al phabetic keypad.

Once you have selected the |list you require:

o
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Next |to scroll through Prev |to see prev.
the list nmessage

H
L

[] Appl |to send the Back |to return

y message

Readi ng Text
Mai |

If you have been sent text mail, the LED on the extension
lights up and flashes in green. The presence of nail is
al so indicated by the icon next to the Mail key. To read
your nessages:

I - R A
0 [Read]

SM TH JOHN 09/ 01/ 96
11: 05

Save Scrol | Answer
Recal | Back

will save the message to the nenory;

Scr ol will show the first line of the nessage and
I any further lines it
may continue onto. The date and tinme of the
nmessage is
di spl ayed first.

Answe will allow you to send a reply directly
r back to the sender

of the message.

Recal will directly ring back the sender of the
I nessage;
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will return you to the previous nenu;
Next will display the next message (this will
only be displayed if
there is nore than one nessage to be read).
Note: |If you do not save the nessage after reading it,

the message will automatically be del eted.

31
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Leavi ng an Absent Text
Message

If you are away from your extension, you nmay |eave a
nmessage which will be sent to the display of the calling
ext ensi on.

0 g 0O Cedd
0 [

You will then be asked to sel ect one of the follow ng
three |ists of nessages:

Fi xMs predefi ned nessages;
g
Pr gMs pr epr ogrammed nmessages which need to be
g conpl et ed;
My Msg This list allows you to type in your own
message, using the

al phabetic keypad.

Once you have selected the list you require, to scrol
through the list to find the applicabl e nessage:

N

To confirmyour absent text nessage:

[] Appl

y

Your display will now show a permanent rem nder of the
absent nessage:

- Apol ogy 09/ 01/ 96
11: 05
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To cancel your absence text nessage:
[] []
|:| Txt >0 |:| De-
f ac
t
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Maki ng an Intercom
I ntrusion

If there is no reply on an internal extension, provided
you have permi ssion, you may nake an intrusion on that
extension via the intercom

The followi ng nessage will appear on your display:

SMTH JOHN is ringing
LSI nt Book
Text

[] LSIn

You will now be able to make an announcenent over the
| oudspeaker of the required extension.
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By custom sing your Alcatel 4400 extension you nay
adapt specific functions to suit your daily needs.
Programming the keys allows you to access sonme of the
functions directly without the need to enter feature
codes.

User
Custom sati on

To access programm ng, press i then t he Pr og
t he key soft key
Your display will show the foll ow ng:
Pr ogrammi ng node Pr ogrammi ng node
Mel ody Keys Di spl < | nt com
Passwd Assoc > Menu
You will then have access to the foll owi ng options:
Mel ody: to select the ringing tone and vol une of the
ext ensi on;
Keys: to progranmme the keys;
Di spl : to adjust the level of contrast of the
di spl ay;
Passwd: to progranme the four digit personal password
for your extension. (The default code is
0000) ;
Assoc: to progranme the associ ated nunber;
I ntcom to progranme the intercomlist of name (up to

ten users) who may access your extension in
i ntercom node when the nute/Int key is
acti vat ed.

You may exit programming at any tine O=f=0
by pressing
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Progranmm ng t he Mel ody

0 D 0O Ceedd
0 [wrey]

O choose the desired tune as foll ows:

|:| (successivel y)

To adjust the sound | evel:

N o [

To apply your programm ng:

U
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Progranmm ng t he Keys

You may sel ect one of the 45 avail able soft keys or one
of the programmabl e keys with an icon. These keys nay be
programed for two di fferent purposes:

Personal Menory Keys
You programre personal menory keys with your own choice
of numbers for direct dialling.

To enter progranmm ng node:

L 00 O [erog]

Then, to programme keys as part of your personal nenory:
[]

Sel ect the key to be programed.

Enter the nunber to be nenorised.

Not e: For external nunbers, remenber to enter the |ine
nunber e.g. 0 as well as the destination number.

[] Appl

y

If you have programed one of the soft keys, after you
have applied the nunber, you will need to give the key a
nane and apply it.
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Functi on Keys
To enter progranm ng node:

O 00 0O [CProg]

Then to begin progranmm ng the keys:

N

Sel ect the key to be programed.

[] Serv

ce
You wi |l now have access to 7 groups of functions. The
di splay will appear as foll ows:
Forwar di ng servi ces
Appl y Next
Back
To scroll through the groups of functions:
N
Once you have found the appropriate group:
[] Appl
y
Select the desired function fromthis group and:
] App|
y
Al catel User Guide 4400/ 4034 38



The following lists provide details of the features
avai |l abl e.

Group 1 - Forwarding services:

| mred uncondi tional call forwarding;

Busy[ call forwarding on busy;

NoRep[ call forwarding on no reply;

By NoR[ call forwarding on busy/ no reply;

FwOF f O cancel call forwarding;

DFwdof : cancel follow ne (fromdestination);

RemFwd [ call forwarding fromany extension;

RFPWACY ; cancel renote forwardi ng from any extension.

Group 2 - Extn DND & Padl ock:

Padl ock: ext ensi on padl ock / unl ock;
DND: do not disturb;
Voi Qui : voi ce gui de.

Group 3 - Call pick up:

Pagi ng: pagi ng answer;

G pPi c: call pick-up (group);

| ndPi c: call pick-up (individual);

Recor d: call recording;

GenBel : call pick-up - unassigned ni ght answer;
Par ked: call park / retrieve.

Group 4 - Associate services:

Assoc: cal | associ ate extension;
OvFIl ow: overflow to associ at €;
OvFI O : cancel associ ated overfl ow.

Group 5 - Consultation & Call back:

Last ca: call back | ast caller;
Char ge: chargi ng i nformation;
V Mail: access to voice mail.

39 Al catel User CGui de 4400/ 4034



Group 6 - Appointnent rem nder:

Tenp: set tenporary appointment;
TempOF : cancel appointnment remn nder

Group 7 - Diverse services:

Nobi p: i ntrusion protection;
Prject: busi ness account code;
Substi: substitution;

G pln: hunting group - in;

G pCQut : hunti ng group - out;

Pul se: pul se sendi ng;

M-Send: sendi ng DTMF tones;

Set Qut : extension out of service;
Al pha: Al phapage connecti on.

Note: These functions may al so be consulted and
activated on a free extension by pressing the foll ow ng
keys:

[] i [] Consl

t

[] Servi c

e

When you select a function using this nmethod, the nane of
the function is displayed as well as its feature code.

As an alternative, this feature code may be dialled
directly on the keypad to activate the function

Progranm ng t he Contrast

0 00 0O [Prog]
[] Di sp
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To adjust the contrast on your display, choose fromthe
four available |evels.
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Progranmm ng t he Password

1 []
|:| Passw

d

Then enter your current password (the default value is
0000) .

The display will ask you to enter your new password. You
will then be asked to enter it for a second time for
verification.

If the new password has been accepted, the display wll
confirmthat the change has been nade.

Shoul d you forget your personal code please contact the
system adm ni strator.

Programm ng the Associ at ed Nunber

0 @ 0O Ceedd
0 [esse]

Your screen will show the nanme and nunber of your current
associ at e ext ensi on.

To change the current associ ate extension:
[] Modi fy
Enter your password. (The default value is 0000.)

Then enter the nunber of the extension you w sh as your
new associ ate extension.
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Progranm ng the Intercom

Li st

0 O0d
O [=

The intercomli st

[l
|:| Intco

m

is alist of up to ten users who may

access your extension in intercomnode. To nodify this

list:

N

Your display wll
add to the Iist.

Enter the nunber

ask you to enter the nunmber you wish to

and exit programm ng.

Checking the Identity of the

Ext ensi on

To check an extension’s nunber and user:

L O

[ [oom ]

The user’s name appears on screen.

To vi ew t he extensi on nunber:

[] -
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Progranm ng t he Language

[]
[]

t he soft

SP

N

HHEE R

[] -

You may now alter the |anguage of the display by pressing

for
for
for
for
for
for
for
for

for

key for one of the follow ng options:

Engl i sh;
French;

Ger man;
Spani sh;
Por t uguese;
Dut ch;

Dani sh;
I'talian;

Austri an.

Keys

Consul ting the

To di splay what has al ready been programmed on a key:

Consu Keys
|t

Testing the
Ext ensi on

Al cat el

User GCui de 4400/ 4034
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This test nmakes it possible to check the functioning of
the display, the icons, the LED's and the ringing of the
ext ensi on.

[] i [] Test

Multiline
functi ons

Multiline operation is an optional feature of the 4400
system It neans that you have nore than one |line on
your extension. Several of the programmbl e keys nay be
used as line keys, to make and receive calls.

One option allows you to have nore than one nunber which
may be used to call your extension. Alternatively, your
ext ensi on may have one nunber but several lines.

VWhet her your extension is programred with one or a
conbi nati on of the above options, you are able to dea
with several calls at the sane tine.

Manager / Secretary Screening

One of the major features of multiline operation is
manager / secretary screening. Manager / secretary
screening is the specific configuration of at |east two
mul tiline extensions.

This feature allows a secretary to screen sonme or all of
a manager’s calls.

Manager / secretary screening may only be defined by your
system adm ni strator. For further advice on how your
ext ensi on has been set up contact this person

Using Mul ti -
Li nes

To hold a call
[] the appropriate |line key.
To reconnect to the caller

[] the sane |ine key.
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To answer another |ine:

the flashing @Kéz

1ine key.

The first call is autonatically held. To return to the
first call:

[] the appropriate |ine key.
If acall is conpleted

[] O==0 then the Iine key of the call you
are reconnecting to.

Multiline functions
(cont.)

Manager Extension

In addition to the standard features avail able on your
Al catel 4400 extension, you will have extra keys
programed specifically for nanager/secretary working

Secretary key
This key allows you to make or take a direct call to your

secretary.

The icon associated with this key allows the manager to
supervi se the status of the Secretary extension at al
tines.

e Free station/ringing i con
unl it

e Secretary calling @14? flashin
g

e Secretary busy . Ii
t
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e« Oficial secretary absent, .Ii
t
overfl ow secretary present.

e« Oficial secretary absent, fl ashi
there is no ng

overfl ow secretary, or official secretary
and overfl ow secretary absent.

If you are working with several secretaries, you wll
need to allocate a different key to each secretary.
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Screeni ng Keys

These keys allow you to use a screening feature on your
incoming calls. Each of the keys is linked to a list (or
“ table” ) of nunbers.

Note: The screening tables are defined by the system
manager .

Scr eened
The SCREENED table allows only callers listed in the
table to directly call the Manager extension

No Screen

The UNSCREENED table directs the callers listed in the
table to the Secretary extension. All other callers nay
call the Manager extension directly.

Note: You nay have several of each screening key, but
you may not activate a SCREENED and an UNSCREENED t abl e
si mul t aneousl y.

The icons associated with the screen keys signal as
fol | ows:

e Feature activated -I - -

« Feature activated but
secretary
and overfl ow secretary absent. (flashing)

When you activate or deactivate a screening key, to
confirmyour action:

0

If the secretary is absent, screening is cancelled and
the calls are received directly at the Manager extension
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If you work with several secretaries, after selecting the
screeni ng key, press the appropriate Secretary key. To
confirmyour selection:

D
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Exec Mail

This feature allows your secretary to send a short nmail
nmessage directly onto your display. A nessage may be
sent when your extension is free or when you are in
conversati on.

You do not need to be interrupted during a call and if
your extension is free, you do not need to Iift the
receiver.

The soft keys will allow you to send back a pre-
programed nmessage.

If you receive a nessage, the text of the nessage appears
on the top line of the display.

The bottomline offers you 5 possible replies:

Here is M SM TH
Busy Wi t Absent Ent er
Back

The choice of replies will be taken fromthe follow ng
list:

Busy: | am busy;

Wi t; One nonent pl ease;
Absent : | am absent;

Ent er: Tell themto cone in;
| CaBk: I"1l call again |ater;
HeCaBk: Tell themto call back;
| Take: I"I'l take the call;
Com ng: | am com ng;

Cancel : Pl ease cancel ;

Monent : Tell themto wait;
Back: Pl ease deal with it.

Note: This nmail function is only avail able between two
4034 ext ensi ons.
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Scr eeni ng
Super vi si on

I f your extension has a Supervision key, you nay
supervi se the call being screened once it rings on the
Secretary extension.

When a screened call arrives on the Secretary extension
it is signalled on your display and by the icon for the
Supervi si on key.

During the ringing phase you nay pick up the call by
pressing the rel evant Supervision key.

| SDN Key

This key allows direct seizure of an I SDN |ine giving
access to | SDN conpl enentary features, for exanple;
calling line identification

When the icons are it indicates that
lit i.e. there is data

in the ISDN directory. This may have been an unanswered
| SDN call to your

ext ensi on. By No Answ |it is possible to viewthe
pressing last |1 SDN calls
received.

[] will call them

Save wi |l save them for
recall |ater

Back returns to the nmain
menu.

[]
[] Next will view the next
[]
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By Secrt you may el ect to send your nunber to the
pressing | U di st ant

party. By pressing the same key Secrt which will

it changes to i nhi bit

transm ssion of your identity.
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Secretary
Ext ensi on

In addition to the standard features avail able on your
Al catel 4400 extension, you will have certain extra keys
at your di sposal

Manager key
This key allows you to nmake a direct call to (or to
receive a call fron) your manager

When you press the Manager key your call is signalled on
the Secretary key of the Manager extension

The icon associated to this key allows the secretary to
supervi se the status of the Manager extension

e Station free/ringing i con
unlit

« Manager calling @149 fl ashi
ng

« Manager busy Ii
t

e The nmanager has activated Ii
screeni ng t

If you are working with several nanagers, you wll need
to allocate a different key to each manager
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Exec Mail Key

This feature allows you to send a nmessage (which is
predefined or to be conpleted) directly onto the display
of the Manager extension.

The Manager extension nay be free or busy when you
activate the Exec Mail key:

Here is M SM TH

Appl y Next Er ase
Appl vy: to send the chosen nessage;
Next : to scroll through the Iist of possible
nessages;
Er ase: to erase the last character entered.

To exit mmil node:

D

Note: This mail function is only avail able between two
4034 ext ensi ons.
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Screened Calls

I f your nanager has activated a screening key, you wll
receive certain calls. Acall initially destined for
your manager which arrives at your extension will be
shown as foll ows:

3. 1142 EXEC calls
TOM I AN RECEP MGR

Your manager may take up the call at this point by
pressing the Supervision key.

I f your nanager does not intervene, you nmay autonmatically
pl ace the caller on hold and call the manager extension

NMHDN]
] \hRnaten\

I f your nanager accepts the call:

0 [Tl o

[] (line key signalling the waiting
call)
I f your nanager does not wi sh to take the call, hang up
and t hen:
[] (l'ine key signalling the waiting
call)

You are now back in conversation with the caller.
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Absent key
This key allows you to advise the manager of your
absence.

The icon associated with the Absent key signal as
fol | ows:

< Manager has activated
screeni ng

e You have activated your
Absent key

(fl ashing)

When you activate or deactivate the Absent key, to
confirmyour action:

0

If there is an Overflow secretary extension, when the
secretary is absent, the calls will be received at that
ext ensi on.

If there is no Overflow secretary extension, screening is
cancel |l ed and the manager’s calls arrive directly at the
Manager extension.
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Overfl ow Secretary
Ext ensi on

I n nanager/secretary configuration there may be an

“ overflow secretary” . Wen the Absent key is activated
on the Secretary extension, the “ overflow secretary”
acts as official secretary.

Manager key
This key allows you to nmake a direct call to (or to

receive a call fron) your nmanager when the “ overfl ow
secretary” feature has been activated.
When you press the Manager key your call is signalled on

the Secretary key of the Manager extension

The icon associated to this key allows the secretary to
supervi se the status of the Manager extension

e Overflow function not i con
acti vat ed unlit

e« Oficial secretary absent, Ii
overfl ow t

activated, manager station free/ringing

« Manager calling @léz flashin

« Manager busy Ii
t
e The nmanager has activated lit
screeni ng

If you are working with several managers, a different key
will need to be allocated to each nanager
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If the “ overflow secretary”

t he Manager

key may be used to cal

(as a personal nenory key).

feature is not activated,

the Manager directly

Al catel User

Gui de 4400/ 4034
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Absent secretary key

This key allows you to indicate your absence to your
manager .

The icons associated with this key signal as foll ows:

< Manager has activated
screeni ng

e You have activated your
Absent

secretary key. (fl ashing)

When you activate or deactivate the Absent key, to
confirmyour action:

0
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A ossary

Account code

A specified code which may be entered when making an
external call, so that calls nay be charged to certain
projects or clients.

Associ at ed extension

If your extension is linked to another extension on the
system this extension is known as your associated
ext ensi on.

Back and forth

If you have two calls in progress on your extension you
may ‘shuttle’ between the two, talking to each one,
wi t hout the other being able to hear.

Cal | parking
If you answer a call on sonmeone el se’s extension, you nay
‘park’ the call, so that you nay return to your own

extension and retrieve the call fromthere.

Call pick up
To answer a call that is ringing on another extension

Call back
You may book a request for a busy or unanswered extension
to call you back

Cat egory of service
Each extension on the system is given its own class of

service (COS). Your COS determines the system features
you are allowed to use, and what types of outside calls
you can nake. For exanple, you may be allowed to make
any type of call, including international, or you may be

restricted to local calls only.

Charge counters

The chargi ng counters on your extension indicate the cost
or the nunmber of units used during your last call, as
well as the total ampunt of time or units used since your
counter was | ast reset.

Al catel User CGui de 4400/ 4034 60



Conf erence cal
This allows three callers to carry out a conversation
t oget her.

DTMF

Dual Tone Miulti Frequency - a nethod of sending signals
over a telephone link. Each digit dialled represents a
conbi nati on of tones.

A ossary
(cont.)

Enquiry cal

During a call you may call a second person. As soon as
you dial the second nunber, the first call is
automatically put on hold. When you have finished your
enquiry call you may return to your initial call

Feat ure codes
Most of the programable features may be activated by
dialling a specific nunber (see page 1).

“ Follow me” forwarding

When you are away from your own extension, foll ow ne”

forwarding allows you to receive your calls at your
current extension. This feature is activated at the
destinati on extension.

For war di ng
Redirecting calls to another destination.

Hol d
You may place a call on hold in order to carry out
another function or to prevent the caller from hearing
you.

Hunti ng group

A group of extensions which are |linked by a code nunber.
When this nunber is dialled the systemhunts’ for a free
extension within the group. Any extension within a group
may answer a group call by entering a feature code
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I ntrusion
If an extension or line is busy you may be authorised to
i ntrude on that extension, in order to contact the person
urgently.

Multiline operation

This optional feature allows you to have several lines on
your extension. You may therefore deal wth several
calls at the sane tine.

Pagi ng
If you dial an extension and receive no response, it nay
be possible to contact the user via a pager
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A ossary
(cont.)

Per sonal code
A code which is used when accessi ng advanced features.

Redi al
To call again the last external number dialled.

Substitution

When you are away from your own extension, substitution
allows you to use your current extension as if it were
your own. You effectively substitute one extension and
its features for another. This feature is deactivated
once you replace the handset.

System nenory nunbers
A list of nunbers which are programmed in a central
menory by the installer or operator. They are used for
abbrevi ated dialling.

Transfer
To send a call fromyour extension to another.

Wait on
If the extension you called is busy you nay “ wait on”
that extension. The extension will be infornmed that you

are waiting by an audi ble tone.
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Not es

The information contained in this Guide was conplete and
accurate at the time of printing. The product covered by
this CGuide conprises a range of components; accordingly,
some information may not be applicable to a particular
situation.

Subject to all applicable laws and regul ations Al catel
Australia Limted reserves t he right to change
specifications of any product contained in this GCuide
wi thout incurring any liability whatsoever.
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