PANASONIC NS700 PHONE USE & FEATURES 

(go to www.citycomgt.com/services  for manuals on line)

TO MAKE A CALL
- internal; go off hook, dial extension

- external; go off hook, press In/Out OR dial ‘*9’, then phone number 

	Key
	Description

	Message
	When lamp is lit with new message pressing message button will call your voice mail box. If pressed when calling another extension you will light their message lamp, which when pressed will call you back.

	Pause
	Used when programming speed dials

	Flash/Recall
	Silent disconnect after paging; Also disconnects current call and gives back dial tone on same line to make another phone call

	Redial
	Automatically redials the previous number dialed on phone.  If line called is busy pressing redial while on hook will redial the busy number every 30 seconds, 30 times. To cancel, press the FLASH button

	Dial Pad
	Numbers are used to dial extensions and phone numbers; Letters are used in programming mode

	Navigator/Cancel
	Used to enter lists and logs, decrease and increase volumes, and in programming mode.

	AutoAns/Mute
	Auto answer allows an internal call to be answered automatically; Mute portion works in conjunction with a handsfree phone call to “mute” the microphone

	AutoDial/Store
	Auto dial used to retrieve system speed dials; Store is used to save programming changes

	Conf
	Establish first call, press conference, dial next party, press conference and three parties are connect.  Repeat to add more callers. To leave a conference call and leave the other parties talking press conference and hang up.  To end conference call, hang up. 

	Fwd/Dnd
	There are several different forwarding scheme outlined on next page.  THIS BUTTON MUST BE RED for calls to forward into your voice mailbox.

	Intercom
	Used to make or receive internal calls

	Transfer


	Used to transfer callers to other extensions.  With a call in progress press the transfer button, dial the extension you want to send the call to, hang up –OR- stay on the line to announce the call prior to hanging up.

	Hold
	Puts call on hold; You will see the In/Out button on your phone flashing.  Press the flashing In/Out button to retrieve the held call.  

	Speaker
	Speaker phone for handsfree conversations

	Flexible/CO Button
	Will include your outgoing lines, pre-programmed codes, and one touch dials

	In/Out
	Used to make and receive external calls

	Park/Pick Up
	To Park a call, press transfer, Park/Pick Up, *.  The screen will display the park zone.
To Pick Up a call, press Park/Pick Up, and enter the park zone.

	Trans to VM
	Used to transfer a caller directly to a mailbox (press trans to VM, dial extension, hang up) or when the phone is idle it will log into your mailbox.

	Log In/Out
	Used to control whether an agent receives calls from an incoming call group.  While on hook, press the log in/out button to receive calls, press the log in/out button again to log off and stop receiving calls. Lamp status:  Off = Logged in will receive calls On = Logged out will not receive calls

	Wrap Up
	Used when an agent needs to temporarily not receive calls from the queue. Lamp status:

Off: Ready mode, Red on: Not Ready mode, Flashing red: Wrap-up mode

	Hurry Up XXXX
	Lamp status: Off: No waiting call. Red on: Some calls are waiting. Flashing red: The number of calls exceeds the manual queue redirection level

	Xxxx Mbx
	Will light with a new message, pressing will log into that mailbox.


SOFT KEYS
	Program
	This is your program button used to access programming mode

	Info
	Toggles the information displayed in your screen

	Ring
	Starts the phone ringing to allow you to adjust your ring volume

	Menu
	This allows you to access your Outgoing & Incoming Call Logs, Extension, System & Personal  Directories


PANASONIC NS700 PHONE USE & FEATURES 

PROGRAM ONE TOUCH SPEED DIAL

Program button  CO button you wish to program  clear or 2 *9+phone number  enter or store

PROGRAM ONE TOUCH INTERCOM

Program button  CO button you wish to program  1+extension number  enter or store

CHANGE RING TONE (this needs to be done for all lines and intercom)
Program button  line or intercom twice  01 to 30  enter or store  exit or program 

ADJUST LCD CONTRAST

Program button  dial 01  auto dial/store  use navigator to adjust contrast  auto dial/store

PROGRAM PERSONAL SPEED DIAL
Program button  10  enter or store  personal speed dialling no (00 to 19)  *9+phone number  enter or store  name (max. 20 characters)  enter or store 

-use the transfer key to delete input errors (7667 model)

TO DIAL PERSONAL SPEED DIALS -  look up in menu –OR- pick up handset or press speakerphone, press autodial, *, personal speed dialing number
TO DIAL SYSTEM SPEED DIALS - look up in menu –OR- pick up handset or press speakerphone, press autodial, system speed dial number
BACKGROUND MUSIC THROUGH TELEPHONE SPEAKER

Off hook  *751 enter 1 to turn on and 0 to turn off

CALL FORWARD SETTINGS
	Off hook  *71
	0 for both calls

1 for external 
2 for internal
	2 all calls

3 busy

4 no answer 
5 busy/no answer

0 cancel
	extension no.

-OR-                          
*9+phone no.
	#


Eg.
Call forward busy/na to voicemail  *71053069#


Call forward all calls to another extension *7102ext no.#


Cancel call forwarding *790
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