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Introduction

This guide provides instructions for operating a Strata DK PC Attendant Console for
Microsoft® Windows® working with following Strata DK Systems. These systems
include all processors except the RCTUA, for the following:

+ DK280
+ DK424i and DK424

This guide is written assuming that you are familiar with operating a PC, mouse, and
Windows software.

Organization

Thisguide is divided asfollows:

+ Chapter 1-TheGrand Tour includesinformation on the PC Attendant Console
keyboard, the Main Menu, and how to navigate through the menus and dialog
boxes. It aso describes the Feature Tool bar.

+ Chapter 2—Console Controls provides descriptions and instructions for each of
the console settings. These settings include the console mode, time and date, and
general settings affecting how calls are handled during and after your shift.

+ Chapter 3—Basic Calling explains how to perform the most commonly-used
features, including answering, calling, and transferring calls.

vii



Introduction

How to Use This Guide

Chapter 4 — Advanced Calling describes how to use more advanced features,
such as Speed Dialing, Call Parking, etc., and other features available from the
Features submenu.

Chapter 5—Directory explains how to add names, phone numbers, and status
information to the directory, as well as how to access it and perform a search.

Chapter 6 — Message Center shows the various features available for taking
memos and sending messages and message notifications.

Chapter 7 —View Menu provides instructions for displaying the Toolbar and
Status Bar, viewing and printing Call Statistics.

Chapter 8 — Administration describes various administrative features which
affect the consol€e’s capabilities.

Appendix contains instructions for setting those Windows controls which affect
the PC Attendant Console.

How to Use This Guide

We suggest that you read this entire guide and get acquainted with the on-line help
screens, described in Chapter 1 — The Grand Tour.

viii



Conventions

Some of the following conventions are omitted in our manuals when they are not used.

Introduction
Conventions

Conventions

Description

Elaborates specific items or references other information.

Note Within some tables, general notes apply to the entire table
and numbered notes apply to specific items.
Important! Calls attention to important instructions or information.
Advises you that hardware, software applications, or
CAUTION! data could be damaged if the instructions are not
followed closely.
WARNING! Allerts you when the given task could cause personal
injury or death.
p Represents any Directory Number button, also known as an
extension or intercom number.
Represents any Primary Directory Number button (the
[PDN] :
extension number for the telephone).
[SDN] Represents any Secondary appearance of a PDN. A PDN
that appears on another telephone is considered an SDN.
[PhDN] Represents any Phantom Directory Number button (an
additional DN).
Arial Bold Represents tel ephone buttons.
Couri er Shows a computer keyboard entry or screen display.
“Type” Indicates entry of astring of text.
“ » Indicates entry of asingle key. For example: Type pr og
Press
then pressEnt er .
Select to choose a specific keyboard or dialog box button.




Introduction
Conventions

Conventions

Description

represents an icon button on the feature toolbar. When you
click onthisicon, it achievesthe same result as the step that
it appears next to.

Plus (+)

Shows a multiple PC keyboard or phone button entry.
Entries without spaces between them show a simultaneous
entry. Example: Esc+Ent er . Entries with spaces between
them show a sequential entry. Example: # + 5.

Tilde (~)

Means “through.” Example: 350 ~ 640 Hz frequency range.

Denotes the step in a one-step procedure.

Denotes a procedure.

See Figure 10

Grey words within the printed text denote cross-references.
In the electronic version of this document (Strata DK
Library CD-ROM or FY Internet download), cross-
references appear in blue hypertext.

Action/Response Table

1. Actionsyou perform | Theimmediate response to the action performed
appear inthiscolumn. | appearsin this column. Addtional notes and comments

They can consist of

are also included.

either asingle step or
aseries of numbered

steps.




Introduction
Related Documents and Media

Related Documents and Media

Note Some documents listed here may appear in different versions on the
CD-ROM, FYI, or in print. To find the most current version, check the
version/date in the Publication Information on the back of the document’stitle

page.

Thefollowing documents and CD-ROMS can be used to reference further information
about the Strata DK systems.

+ Strata DK Programming Manual

+ StrataDK Installation & Maintenance Manual

+ StrataDK Library CD-ROM

+ Strata DK280 Installation and Maintenance Manual

For authorized users, Internet site FY | (http://fyi.tsd.toshiba.com) contains all current
Strata DK documentation and enables you to view, print, and download current
publications.

Xi
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The Grand Tour 1

This chapter describes the PC Attendant Console keyboard, the top level menus, and
provides general instructions for navigating through the main screen and the dialog
boxes. See the figure below and the following text.

Function Keys

F2 F3 F4 F5 F6 F7 F8

7
3
2
g
Tz
B
g2
B
o[z
e

1

f |F
m
Lock
~
0 0000 0000 0000 000
R ) ) O o |
,,,,,,,,,,,, o Split/ Conf/
o suich s 7 8 9 .
o nswer
eBabH ENEIEE vome + b none
Specia ;
. ___J
Function Keys
2 3
Release
End & PgDn
e
)

Numeric Keypad




The Grand Tour
Function Keys

Function Keys

You can use these additional function keys:
F1 for Help
F2~F9 enable you to access the bottom row of eight user buttons (as shown below).

Pressing Shi f t + (F2~F9) gives you access to the top row of eight user buttons. You
can also access these user buttons by clicking them with the mouse on the screen.

EQ'J:B + sp10 || sp11 || SD12  |[mecs page]francet ann]| Redial |[cal Pickup || Acct Code |
F2~F9 Mzq Center || Upd Status ” Take Note I PageAIISpk” AR ll Park I Pickup ElpI DeplSeIectI
F&

[ Fz 1 [ Fx 1 [ Fa ] [ Fs |

[ Fz |

F11 for Volume Up
F12 for Volume Down

Special Function Keys

There are six special function keys. Voi ce Mail, Tone, Joi n, Conf/ Trns,
Retrieve,andSplit/Swtch.

Numeric Keypad

The numeric keypad is kept in the Num Lock ON position so that it isa“hot” dial

pad. Answer | nconi ng, Answer/ Hol d, and Rel ease keysareincluded on
the keypad.




The Grand Tour
Main Screen

Main Screen

The PC Attendant Main screen (shown below) provides access to features and
information on incoming calls, calls on hold, available line groups, station status, and
displays a Directory that can be used to transfer calls quickly.

Incoming Call Display

Feature Toolbar

Menu Bar  Soft Keys Console ID Area  Active Call Window  Loop Hold Display

azopcsmenoavrzo | HB

Directory Messages View Setup |Help

BRI \n[&]Ae]-aps]m]

— Loop

Incoming Calls: |
HOLD RECALL ‘ I”’"—K TO 211 STRATAGY DK 211 09:42 [201 201 BRIAN

LINE GROUP 3 05:01 | 211 STRATAGY DK

IPARK RECALL

[ | Piiv_0ver
Dial || Redial |

‘ | Park Retrieve |

. o0
Notes Field -
| S e I‘ | [a[Fl——— Volume
[ spin || spi1 || D12 |[fmers Pugs|canest s Redial |[Call Pickup |[ Acct Code | Control
Msg Center |[Upd Status || Take Note |[Pageatisok || a2t || Pak|[Pickup i |[Deptselect | Buttons
—I| T 1 e e e [l e [l [Fe
200 Pat Walker 252 Dave Mandeville 262 Sally Lin
201 Brian Henson 253 Bob Lerche 263 Judith Chou
202 Hancy Long 254 Ken Chapman 278 Pete Hlapcich
203 Bob Smith 255 Ed LaBlanca 288 Patricia Waters
204 Jim Brady 256 Joyce Mulcahy 290 PatLong
207 Larry Meyer 257 KarenaLang 299 Pat Smith
221 Pat Ziegler 258 Michelle Mammolite 500 Pat Walker
244 Pat Lowry 259  Alex Dorfman A01 CUSTOMER SERVICE
250 Jon Helson 260 MinhLe
2561 Bill Clinton 261 Ren Chen
I_ Press F1 for help 0936 AM FriJun OF
Status Bar
DSS/BLF Station Directory

16 User Buttons (Programmable Feature Buttons)




The Grand Tour
Main Screen

Console ID Area
Displays the console’s name and Primary Directory Number [PDN].

Menu Bar

The Menu Bar, shown below, contains seven “drop-down” submenus that enable you
to perform commands, access features, or configure the console. Selecting a menu
item displays a dialog box or toggles the item.

|| Console Features Directory Messages VYiew Setup Help [

Console

Controls how the console operates, including: Night Transfer, Position Busy, Date/
Time, etc. You will probably change the console settings at the beginning and end of
your shift.

Features
Assistsyou in handling calls, such as Call Pickup, Page Retrieve, etc.

Directory

Where you enter names and phone numbers for the on-line directory. You can also
enter titles, departments, and schedules of individuals. The directory contains asearch
feature. You can choose what information is displayed and the order in whichiit is
shown in the Directory Display field.

Messages

Enables you to use the Message Center for taking, retrieving, and printing messages.
You can also save them to afile for transfer to another console.

View

Provides selections for you to determine what information is viewed and how itis
displayed. Includes showing or hiding the tool bar or statusline and Call Statistics.




The Grand Tour
Main Screen

Setup

All itemsin this menu may be password protected (optional). They pertain to console
and system administration items that should not be changed without some knowledge
of overall system operation.

Help

This provides help on Windows-related features specific on-line help for all console
operations. Thisis different from the on-line help for the PC Console, described on
page 12.

Feature Toolbar

The Feature Toolbar shown below provides quick access to console controls. You will
probably access these control features at the beginning and end of your shift. These
controls include setting the console for Night Transfer, turning call overflow and

background music settings ON and OFF, putting the console into position busy mode,
etc.

The Feature Toolbar displays across the top of the application window, below the
menu bar. It is grouped into four functions to make finding the feature easier. When
the mouse arrow is positioned on anicon, its callout label displays.

.I'CCIQlJ|J‘J‘|!§<:|»|>l|.|i|. EREE PN EEIE R

Console Controls I |— Messaging J |-D|rectoryI I— Features —I




The Grand Tour
Main Screen

Console Control Icons

Click

FOEFEENE L

To
Toggle PC Attendant Position Busy ON/OFF

Setup Night Transfer and Auto Night Transfer

Toggle the Attendant Overflow ON/OFF

Toggle the Privacy Button ON/OFF

Toggle the Background Music ON/OFF

Reset Alarm

Setup Call Forward

Toggle Call Forward Fixed ON/OFF

Set Timed Reminders

Set Line Group Restrictions and view Busy/
Idle Status




Messaging Icons

Click

]

.

T

Directory Icons

Click

==

2

To

Get to the Message Center
Send LCD Messages

Message Waiting Light

To

View/Add Directory Entries

Find a Directory Entry

The Grand Tour
Main Screen




The Grand Tour
Main Screen

Feature Icons

Click To

Access Paging Options

=
=

Use Call Pickup

To Unlock a Door

Cancel Cdlback

Privacy Release

Cancel Busy Redia

Redial Call in ANI List

Redial Last Call or Saved Number

Set Speed Didl

EEEE N EE B




The Grand Tour
Main Screen

Status Bar
| Press F1 for help [01:40PM_ Mon Jun 10|

The status bar is displayed at the bottom of the PC Attendant window. To display or
hide the status bar, highlight Status Bar from the View menu.

The left area of the status bar describes actions of menu items as you use the arrow
keys to navigate through menus. This also describes the actions of Toolbar Feature
Buttons as you depress them, before releasing them. Then, if you do not wish to

execute the command, release the mouse button while the pointer is off the button.

The right side of the status bar shows the date and time.

Incoming Call Display
Number of Incoming Calls shows the number of calls waiting to be answered.

Incoming Call Type displays each type of incoming call waiting to be answered. Call
types are shown with black letters except emergency calls which are shown in red.

Answer Incoming Button automatically answers the next ringing call of the type
selected. If none are selected, it answers a call from the type at the top of thelist.

Active Call Area
Refers to the following three areas.

Active Call Window shows current call information: line, station, and status (e.g.,
calling, recall, transfer).

Soft K eys functions are defined based upon call handling. Two methods of access:
mouse or use the arrow keys to select the soft button, followed by Ent er . See
Chapter 3 for more information.

Notes Field isused for Answer Prompts, Recall Notes, Message Lists, and any
information pertinent to the call.




The Grand Tour

Main Screen

Loop-Hold Display

Loop List shows calls on hold and the duration of hold time. Color of the hold time
indicates the hold type:

Red: Emergency Call
Green: Consultation Hold
Blue: Supervised Hold
Black: All others

Retrieve button accesses the calls on hold.

User Buttons

See “Function Keys’ on Page 2.

DSS/BLF Station Directory

Listsinternal [DNs] (Primary DNs and Phantom DNSs), distributed hunt group pilots,
ACD group numbers (always starting with “A™), and their associated names.

Clicking on adisplay entry automatically dials the number. (Directory Direct
Selection feature.)

Serves asthe Busy Lamp Field (BLF):

Black text: Idle
Red text: Busy or DND
Red text on turquoise: Selected display entry

Double-clicking on adisplay entry dials the number and blind transfers the call
automatically.

10



The Grand Tour
Keyboard Navigation

Keyboard Navigation

The table below shows you how to use the keyboard to navigate within the PC

Attendant Console.

Keyboard Keys

Description

Selects Main Menu items. Moves directly to the item with the
underscored marking. For example, Pressing Al t +| on the Main

+ i -

Alt+Letter Screen moves the selection to the Incoming Call Area on the
screen. Al t +Mopens the Messaging menu.
Selects submenu items. Pressing the underlined letter of an item

Letter :
selects that item.

Tab Moves from section to section, or button to button in screens and
dialog boxes.

Shi ft +Tab Move§ from secthn to sectloq or putton to button in the screens
and dialog boxes in reverse direction.

Al t +Tab Moves between open application windows (Windows feature).
Highlights one of several items from a drop-down box for

Ar r owkeys selection. Also moves from selection to selection or button to

button within a dialog box.

Ent er (keyboard)

Selects the currently highlighted command button.

Ent er (numeric key pad)

Used for Release and Release/Transfer functions on the Main
Screen.

Esc

Used to go back to the previous dialog box.

Spacebar

Press to toggle features ON or OFF or select entries in list boxes.

11



The Grand Tour
Mouse Navigation

Mouse Navigation

With the mouse, an on-screen arrow or cursor moves in coordination with the position
of the mouse on a desktop or mouse pad.

Mouse Description

Move the mouse cursor onto
an item on the screen, then
click the mouse button. If there
is more than one button, click

Chooses (highlights) Main Menu Items. For on-screen buttons, it
selects that button. (The mouse method combines two steps into
one. It selects the button; you do not need to press the Ent er

the left button. key.)
Double-click the button. If there
is more than one button, Chooses and selects the item (it invokes the action immediately.)

double-click the left button.

Note For more information on adjusting Windows Controls for the PC Attendant

Console (such as keyboard and mouse speed, colors, etc.), see the Appendix.

On-line Help

The PC Attendant Console provides on-line help that guides you step-by-step in using
its many features. The help is built into the software and can be accessed using the
Help button in dialog boxes or by pressing F1.

The on-line help provides:

L4

L4

Feature and menu item descriptions.

On-screen, step-by-step keyboard and mouse instructions. Click any underlined
green wordsto “jump” to instructions for that item.

Definitions of individual terms (green letters marked with a dashed underline).

While working with afeature within adialog box, pressing Hel p displaysthe
step-by-step procedures for performing that particular feature.

The on-line Help provides the most appropriate information for the current calling
conditions.

12




Console Controls 2

This chapter explains how to set the console control features, such as setting a Call
Forward destination, night time call handling, volume controls, etc. Console control
features are generally those that you set at the beginning and end of your shift.

There areicons for each of these controls just under the Menu Bar at the top of your
screen. Console controls are also found under “Console” on the Menu Bar as shownin
thisfigure.

220 PC ATTENDANT 220
Directory Messages Yiew Setup Help

BOEEEEE N EEEECE
(=l 1 JIEE i e Pt el | 1B e ) S

Loop

o1 LI Features
Night Transfer...
Position Busy
Console Overflow

+ Background Music

Privacy [ [ Piiv. Over
+ Privacy Release

Call Forward... Bl |__Redial ‘

Call Forward Fixed |Pa|k Retiieve ‘

Line Group Ri

Timed Reminders...
Date-Time... @E
Exit 2 |[Emero Pooe|[Cancel 265 Redial |[can Plckup” Acct Cod

|Msg CenlelllUpd SIalus” Take NuIEI PageAIISka Ed|lMsg ] Palk ] Pu:kup ElpI DeplSeIe
[ Fz 1 [ Fz |

[Chapman, Ren 254 Lin, Sally 252 Sm.m Enh

IChen. Ren 261 Long, Mancy 202 Smith, Pat 299
[Chou, Judith 263 Lovig, Bill 251 Swann, Rosa 501
IDoifman, &lex 259 Lown, Pat Walker, Pat 200
Henson, Brian 200 Mammelte, Michelle ZEE Walker, Pat 500
ohinson, April 278 Mandevile, Dave 252 Z Pat 221

L. Fat 230 Mever, Lary 207
LaBlanca, Ed Mulcahy, Joye 256
ana Kalens Helzon lon (1

[+]
03:33 PM Mon Nov 25
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Console Controls
Night Transfer

Night Transfer
You can set the console to transfer after-hours calls to a different station. After Hours
call routing can be set for three different modes: Day, Day2, and Night mode. Night
Transfer can be set for up to four Tenants. In most cases, there is one Tenant (one
company) being handled by a single console.

O Toset Night Transfer

1. From the Menu Bar,
select Console then

Night Transfer.

2. From the Night - ——
Transfer dialog box, T_l1 ight Transfer
select a Night Mode cnant 1: [THTTME]  rooona | g
from the Tenant 1 Tenant 2 | f  Tenams[ [
dI:Op—down bOX. [ Enable Automatic
cetings are Hlloed G AR 1 P
(Day, Day2, Night) i MIWIE 10
depending on the 100 MIWIF 1 N
Telephony Se[up | Ok | ‘_Qancel I | Help I
parameter for Night
Modes.

3. If thereis more than
one Tenant, choose
the next Tenant box
and select aNight
Modeand Day, Day?2,
Night settings.
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4, Optional: To control
Night Transfer
automatically, toggle
Enable Automatic
ON (“X" in the box).

To control Night
Transfer manually,
toggle Enable
Automatic OFF (No
“X" in the box).

5. Sdect the OK button.

Console Controls
Night Transfer

The DK is now in the new Night Mode setting for the
selected tenants.
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Console Controls
Automatic Night Transfer

Automatic Night Transfer

Automatic Night Transfer allows the Night Mode to be set by aweekly/time of day
schedule for each of the four tenants on the Strata DK system.

O Toset Automatic Night Transfer
From the Menu Bar,
select Console then

1
Night Transfer.

2. SetEnableAutomatic
to ON (make sure
box hasan “X").

3. Fromthe Night
Transfer dialog box,
select the Add button
to enter new settings
and the Delete button
to remove unwanted
entries.

4. If you selected the
Add button, set up
schedules from the
Add Night Transfer
dialog box:

Select the Mode
(Day, Day2, Night).
Select Time (two
digits, 24-hour
format).

Select Days (reverse

video indicates days
selected).

= Night Transfer

Tenant 1:
Tenant 2: I .

[X Enable Automatic

Tenant 3:

Tenant 4:

lign

07:00 MTWTF 1 Day +

03:00 MTWTF 1 HNight

03:00 MTWTF 1 Day

10:00 MTWTF 1 HNight Delete

11:00 MTWTF 1 Day

12-nn MTWTF 1 Minht

gK I | Cancel I | Help I

= Add Night Transfer

Mode: IW. Tenant:

Tuesday

Wednesday
Thursday
Frida

16




Console Controls
Position Busy

5. Sedect the Close Note There must be at least 5 minutes between time
button to save, or the settings for the same tenant. Example: if Day 1
Add button to enter begins at 07:00, then Night 1 should be 07:05
another time setting (or later).

(at least 5 mins.
difference).

Position Busy

Position Busy lets you place a console in unattended mode. In thismode, new callsare
sent to the other console(s). Held and unanswered transferred calls continue to recall
the console that processed them.

Only use Position Busy when there is more than one Attendant Console. The default
setting is for single console operation with Position Busy disabled. To enable the
feature, Console Settings must be set for Multiple Console operation from the Setup
menu.

When the last console in the attendant group is placed in Position Busy mode, the
entire group is considered Unattended. Consoles should then set Call Forward and/or
Night Transfer so that incoming calls are rerouted to another destination. (Night Bell,
an alternate answer position, etc.)

The console is placed in a Position Busy Pending state if you are talking to a party,
making an outgoing call, holding calls, or if you are in ring transfer mode. During this
state, the console cannot receive any new calls. When you disconnect from the current
call and/or process held and unanswered transferred calls, the console enters Position
Busy made.

17



Console Controls
Console Overflow

O To access Position Busy

1. Fromthe Menu Bar,
@ select Console.
Toggle Position Busy
ON (check mark) or
OFF (no check
mark).

2. Clear the Position
Busy alert pop-up
window by pressing
the OK button.

Console Overflow

A pop-up window alerts you when Position Busy is
ON.

Optional. Leaving this displayed provides a clear
visual indication of Position Busy status.

When Console Overflow is ON, new incoming calls that have been waiting too long
are routed to another station or answering device. Calls overflow based upon a system

timer.

select Console.

ﬁ From the Menu Bar,
Toggle Console

Overflow ON (check

mark) or OFF (no
check mark).

“OVERFLOW ON” or “OVERFLOW OFF” shows
for afew secondsin the active call window -
depending on the toggle position.
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Console Controls
Background Music Over External Speakers

Background Music Over External Speakers

Background Music (BGM) over externa speakers can be turned ON and OFF from
the Attendant Console or the System Administrator’s station (typically station

200).Privacy
1. FromtheMenuBar, | Whentoggled on, music plays over the external
choose Console. paging system.

2. Toggle Background “BGM ON” or “BGM OFF" displaysin the active call
Music ON (check window - depending on the toggle position.
mark) or OFF (no
check mark).

Privacy

If your Attendant Console is programmed for the Privacy feature, you can block
station users with Privacy Override from entering CO line calls. The Privacy feature
does not block Busy Override or Executive Override.

From the Menu Bar, When toggled ON, the Privacy feature is enabled.
choose Console.

Toggle Privacy ON

(check mark) or OFF

(no check mark).
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Console Controls
Privacy Release

Privacy Release
When you activate Privacy Release, other stations and Attendant Console users can
enter your call on aCO line.

Privacy Release is assigned for each console or station in system programming. Up to
two attendant consoles and/or stations can enter an existing CO call, allowing up to
three consoles and/or stations to be connected.

From the Menu Bar, | When toggled ON, the Privacy Release featureis
choose Console. enabled.

Toggle Privacy

Release ON (check

mark) or OFF (no

check mark).

Call Forward

You can forward calls from the Attendant Console (internal) to stations and outside
(external) telephone numbers.

Internal Call Forward
The following Internal Call Forward selections are available:
No Call Forward disables this feature.
All Callsforwards al callsimmediately. The PC Attendant Console does not ring.
Busy forwards callsimmediately if you arein Position Busy mode.
No Answer forwards callsif you do not answer in the specified time.

Busy/No Answer forwards callsimmediately when you are in Position Busy mode.
Forwards when not answered within the specified time when not in Position Busy.

Fixed Set forwards all callsimmediately to a preset internal destination. Thisis not
associated with Fixed Call Forwarding programmed in the DK system. The
destination is defined in the Call Forward Menu (see below).

20



O TosetInternal Call Forward

»

1. From the Menu Bar,

choose Console, then
Call Forward.

From the Call
Forward / Voice Mail
dialog box, click an
“X" into the desired
Call Forwarding box.

Choose Destination
and enter a number
or...

select a number from
the Fixed Destination
drop-down box.

Optional: Select No
Answer Timein
Seconds and enter
the seconds the call
rings before
forwarding.

4. Select OK.

Console Controls

Call Forward

= Call Forward | Voice Mail

Intemal Call Forwarding

[ o Cail Forward:

Destination:
" Al Calls
™ Busy
™ Mo Answer No Answer Time in Seconds: |n_

[ Busp/No Answer Fined Destination
I Fixed Set 200 Pat Walker B

Extenal Call Forwarding

™ External Set [803201
DK I ‘ Cancel I | Help I
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Console Controls
Call Forward

External Call Forward

Enables you to forward new incoming calls to a destination outside the system. Only
incoming calls over CO lines dedicated to the console and/or Direct In Dial (DID) line
callswill forward. Other Call Forward modes can be set simultaneously while Call
Forward - External is ON.

1. From the Menu Bar,
E select Console, then
Call Forward.

2. From the Call

. .

Forward/Voice Mail o

box " enter the % Ha Eall Forward -

destination telephone — a o

number (outside the By

Wstem) | nto the E No Answer Mo Answer Time in Seconds: |a_
Busy/No Answer Fined Destination:

EXternaI Cal I I~ Fined Set 200 Pat \:fall:el

Forwarding box.

3. CI | Ck an 113 Xn | ntO the Extenal Call F

EXterna' Set bOX. ™ External Set [a032m

[ ok | Cancel | Help |

4, |f the Call Forward The code entered for external destination is stored in
destinationisovera | speed dia location 49.
tieor CO line, place
the CO line access
codein front of the
external telephone
number.
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Console Controls
Call Forward

Call Forward Fixed

Using the Call Forward feature, astation user can route al callsto an alternate station.
A feature button is selected to put that station in Call Forward mode to afixed station.
For example, the station may be programmed to forward to the attendant station or a

voice mail system.
From the Menu Bar, select Console, then Call Forward Fixed.

@ To change the Call Forward destination, follow the Internal Call Forward steps on
Page 20 and record a telephone number in the Fixed Destination box.

Note If thisitem cannot be selected, a Fixed Destination was not entered.
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Console Controls
Line Group Restrictions

Line Group Restrictions

1. From the Menu Bar,

choose Console, then
Line Group
Restriction.

From the Restricted
row inthe Line
Groups dialog box,
click an “X" into the
box(es) next to the
ling(s) you want to
restrict.

The“X" inthe Busy
column shows busy/
idle status and cannot
be selected.

3. Select the OK button.

The Line Group Restrictions feature lets you restrict access to outgoing CO line

groups on an as-needed basis. This feature also lets you restrict outgoing calls on two-
way CO line groups. This enables you to control outgoing traffic on heavily-used line
groups during busy hours.

Once aline group is restricted, station users cannot access the group on an outgoing
basis except through LCR and/or an Attendant (Access an Outside Line for a Station,
Three-Way Calling, Four-Party Conference, Executive Override, Hold Pickup, etc.).
Thisrestriction affects al stations equally.

Restncted:

o e e e e O o i i

01
o2
03
04
05
06
o7
08
09
10
11
12
13
14
15
16

==}
5
=

3 M e N e A e s

LCancel
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Timed Reminders

Use this feature to send a reminder message to the active call window at a specified

Console Controls
Timed Reminders

time. To define these messages, see the Set M essages section on Page 83.

1.

From the Menu Bar,
select Console, then
Timed Reminders.

From the Timed
Reminders dialog
box, enter the time.
Use the 24-hour
format (e.g., 2p.m.is
14:00).

Select a message
from the drop-down
list.

If you want to send
the message daily,
click an (X) inthe
Daily box.

Repeat Steps 2~4 for
any additional
reminders you wish
to set.

Select the OK button.

Time Daily Message
1 |IHI Daily: ] [61INAMEETING B
z [ pawO E
x [ Daily: [] IEI
4 [ Daily: |:| IEI
a: I— Daily: [] I |£I
| oK I \_Qancel I | Help I

Leaving the Time box blank deactivates the feature.

The message is sent at the selected time.
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Console Controls
Date and Time

Date and Time

The Date and Time can be set from two different sources: the PC’sinternal clock or
the DK system clock. Once you set either the PC or DK clock, then you can “send” the
date and time to the other one. The time for both are shown in the dialog box so that
you can make sure that they are set for the same time.

Also, if thereis more than one console, you can set the time from one PC Attendant
Console, then send the time to the DK, and then send the DK time to the second PC
Attendant Console.

1. From the menu bar,

select Console, then
Date and Time. PC
Date: [I§ #[23 #[96 |
DE280——— PC to DK280 I
Time: Iﬁ . IT ’TI

2. Update the PC date/
time or the DK date/
time. Select the OK
button to update
gither the PC of the
DK only.

3. Totransfer theupdate
to the other, click on
the PC to DK 280 or
DK 280 to PC button.
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Volume Control

Console Controls
Volume Control

Volume control can be set while the consoleisidle or when you are on acall using the
volume up/down arrow keys.

0 Toadjust Ringer Volume

£

v

While the consoleis
idle, click the up/
down icons

or...

pressthe Vol Up/
Vol Dn keys.

0 Toadjust Handset Volume

£

v|

Whileonacall, click
the up/down icons
or...

pressthe Vol Up/
Vol Dn keys.

Each click increments the volume.

Holding down the Vol Up/ Vol Dn keysto
make precise volume settings may be difficult if
they are programmed to “fast-repeat.”

See “Windows Controls” on Page 123.

See above comments on volume buttons.
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Console Controls
Volume Control
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Basic Calling

This chapter contains instructions for the most commonly used Attendant functions:

L4

L4

L4

L4

L4

Incoming Calls
Transferring Calls

Voice Mall

Placing Calls

Voluntary Account Codes
Calling Options

Dialing for Others
Conference Calls

Call Splitting (Split/Switch)
Trunk-to-trunk Connections
Call Supervision

Many of the calling features in this chapter take advantage of the “hot” keyboard. As
soon as you begin typing the name or extension number of an individual, the PC
Attendant Console searches for a match and highlights that person in the directory.
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Basic Calling
Incoming Calls

Incoming Calls

You can answer incoming calls with either the Answer or Answer | nconi ng
keys. The type of incoming call is displayed in the Active Call Window. The actual
wording for call typesis set in system programming.

O Toanswer Callshy Priority

Select the Answer Calls coming into the console are prioritized in the
button. gueue according to their answer priority. Emergency

See “ Answered Call calls are aways highest priority.

Options” on Page 32
for more call
handling options.

O Toselect which Incoming Call to answer

1. Highlight the call =  owecamoawizm @B

type to anS/Va from Console Features Directory Messages ¥iew Setup Help
: : DR EE R E e EE = E RO EEEEE
the incoming call T T e —————— ey

displ h DIAL 0 |TALK T0 205 205 JERRY
Isplay, such as
“Dia 0. ___Ho

[
[ Contstm. || Tone || Voice Mail
|

2. See*"Incoming Call [_swien

Typ%" on Page 31 Bl e |

for more I nformml on' 5D10 I 5D11 I 5D12 IEmerg Pagel ICancel AHHI Tone I Call Pinkupl Acct Code I
T 1 e 1 [ oo

FZ F& Fa FS F&
[Chapman, Ken 254 Lin, Saly 262 Smith, Boh 203

Releasel ||

Park/Pags || Join

Chen, Fien 51 Long, Nancy 202 Smith, Pat 233
Chou, Judith 263 Lowig, Bil 251 Swann Poss 501
Doifman, dles 253 Lowmy, Pat 244 wiaker Pl 200
Herson, Bsn 201 Wammolts, Michslls 250 walker Pat 500
chrson, &pil 278 Mandevile, Dave 252 ZFPat 221
L Pat 230 Meyer Lay 207

[Blanca Ed 255 MulcahyJapce 255

[ang Katena 257 Nelson, don 250

Le. Minh 30 FPhoneDema 205

Cerche, Bob 253 PRosf, Victoris 502

Press F1 for help | lo407 PM Thu Dec 05
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3. Select the Answer
| ncomi ng button.

4. See“Answered Cal
Options” on Page 32
for more options.

Incoming Call Types
See the table below for Incoming Call types.

Basic Calling
Incoming Calls

If you skipped Step 1 and just pressed Answer
| ncomi ng, the call at the top of the list is answered.

Incoming Call

Active Call Window Description
Type
Emergency calls from station users who
Emergency 206 EMERGENCY CALL pressed [DN] +#400. Emergency calls have
the highest answering priority and appear in
red.
LINE 1 PARK RECALL Park Recalls alert the console after the Park
Park Recall

ORBIT 900

Recall timer expires.

Transfer Recall

LINE 1 RECALL FROM 206
206 RECALL

Transferred calls not answered at the
destination station before the ring transfer timer
expires.

Hold Recall

LINE 1 RECALL
206 RECALL

Hold recalls that alert the console after the Hold
Recall timer expires.

Transfer

LINE 1 TRANSFERRED
FROM 206

Incoming line calls transferred to the Attendant.

Line Group XX

New incoming CO line calls, where XX is the
group number (01~16). Names can be
programmed in Setup Line Settings.

Incoming calls from station users who pressed

Dial 0 206 CALLING [DN] plus O.
Incoming calls from station users who pressed
[PDN] 206 CALLING [DN] + XXX or Call Forward to XXX or O, where

XXX is the Attendant Console’s [DN].
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Basic Calling
Incoming Calls

Notes

[DN] refersto any Directory Number button (also known as an Extension or

Intercom Number).

[PDN] refersto Primary Directory Number button (the Extension Number for

your telephone).

Callstransferred to Automatic Call Distribution (ACD) groups do not recall.

Answered Call Options

See the table below for Answered Call Options.

Option Page Option Page

To placeacall on Hold 32 Dialing aNumber for a Caler 48
To use Automatic Hold 33 LPg;ormlng Through Didling for a 49
To transfer acall to an -

individual 34 Trunk-to-trunk Connections 54

: To make atrunk-to-trunk

Taking Notes About a Call 38 connection 54
;os':gnnsfer toaPBX or Centrex 36 Call Park and Page 66
Using Department Search with 39 Retrieving a Message from the 85
Call Transfer Message Center

0 Toplaceacall on Hold

Select the Hol d
button.

The call appearson the Loop List. If aNote were
taken, that Note appears in the Hold Window as a
reminder of who is holding.
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Basic Calling
Incoming Calls

O Toretrieveaheld call

Double-click on the
held call in the Loop
box

..or

1. Highlight the held
call in the Loop box.

2. Sdlectthe The call moves from the Hold Loop to the Active Call
Retrieve button. | Area PressingtheRet ri eve buttonwhenacall is
not highlighted always selects the call at the top of the
list.

0 TouseAutomatic Hold

Whileon acall, Thecall is put on hold and answers the next call.
select the Answer

I ncom ng button

to hold the existing

call and make a new

cal.

O To switch between held calls

1. Whentwo callsare The Held Call movesto the Active Call Areaand the
on hold, highlight the | active call movesinto the Hold List. If Automatic
held call intheLoop | Hold isnot active, the active call disconnects.

box
..or
select the held call.
2. Sdectthe Note The above items require setting the option
Retri eve button. “Automatic Hold” in the Setup menu or you

may drop calls.
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Basic Calling
Transferring Calls

Transferring Calls

With the Auto Dial feature, you can transfer a call by typing someone’s name. The
Attendant Console aso provides information on the Conference/Transfer screen so
that you can better respond to callers. In addition to the basic conference/transfer
features, the PC Attendant provides you with a variety of transfer options.

O Totransfer acall toan individual

1. While connected to When you begin typing, the Conference/Transfer
the current call, type | dialog box opens. If the dialed party is busy, an “ X"
aname, (first or last) | appearsin the Busy box.
or an extension

number.
Number
LT By 200 Pat Walker
201 Brian Henson @‘
[ Line  |203 Dema hone (anster v |
001 Line 1120 ey Show Record |
Flash |
1.R. Dvemide Code: Account Code: Status IE
| [ ™ Busp o |
Fist |Pat Title: [Admin Asst Work His:
Last: |Walker Mgr: [e:30-5:00
DN: [200 vn;|znu Loc: [Main Work Days:
Phone: [(714) 555-2213 HOME | Dept [MTwWTF
(714) 5556808 PAGER  Note:[ 0n vacation until Jan 17th.
(71415551234 CAR |

2. If AutoDid isonand
amatch isfound, the
system Auto
Transfers
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...or if Auto Didl is off
and amatch isfound,
pressEnt er. The
PCATT will perform
either aBlind Transfer or
an Announce Transfer
based on Setup.

You have the following
options;

To transfer, select the
Transfer button
...or

click on the name or
number in the
directory.

To announce acall,
select the Conference
button, announce the
call, then select the
Transfer button.

To transfer to voice
mail, select the Voice
soft key to toggle the
ringing station to
Voice Announce

To supervise acall,
select the Supervised
button.

Basic Calling
Transferring Calls

The console has an option to transfer “blindly” or
“supervised” upon pressing Ent er.

The complete directory information for the selected
party is shown on the screen.

If no match isfound, in the Conference/Transfer
dialog box and highlight the name desired in the
Number drop-down box. Then select Transfer (or
conference to announce first).

Thisis sometimes called a“blind” transfer. The call
immediately rings the called party. If they do not
answer within a certain time (set in system
programming), the call will ring back to your console.

If the consoleis set for Default Transfer, the call will
transfer immediately. If it isnot set, you can announce
the call (see the following procedure). For more
information, see “ Default Transfer” on Page 102.

If the system is set up to ring, the Voice soft key
displays.

Thecall isallowed to transferred and the console goes
idle, but the call remains on aloop. You can click on
the call and re-enter the call.

35



Basic Calling
Transferring Calls

To Camp-on, select
the Transfer button.

To return to the
origina part, close
the Transfer dialog
box by selecting
Cancel or pressthe
Esc key.

When you camp acaller onto abusy line, the caller
will ring through to the busy party as soon as their
phoneisidle.

The operator maintains a path with the original party
until a selection button is chosen.

O Totransfer toa PBX or Centrex system

1. While connected to
thecurrent call, select
theConf/ Trn
button

...or enter the name
(first or last) of the
desired party. When
you begin typing, the
Conference/Transfer
dialog box opensfor
name or humber
entry

2. SelecttheFl ash
button.

3. Wait for an answer,
select the Rel ease
button.

This enables the called person to answer before
hanging up to ensure call transfer.

36



Basic Calling
Transferring Calls

O Totransfer acaller back out on another trunk

1

While connected to

thecurrent call, select

the Conf/ Trn
button

...or enter the name of

adirectory entry
setup to include the
trunk access code
plusthe outside
number.

If no directory entry
exists, enter the

outside number inthe

Number field.

Select theling, line
group, or LCR after
closing the drop-
down Number field
by clicking on the
arrow to theright of
the field.

Click on Conference.

Click on the soft key
Join.
Click Exit to leave

the two parties
connected

...or click Splitto
return to the original
caller.

The directory entry does not display in the Directory/
BLF field, but displaysin the drop-down list.

Current call holds on aloop.

The operator and two lines are joined.

The Strata DK must be programmed to allow for trunk
to trunk conferencing.
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Basic Calling
Transferring Calls

Taking Notes About a Call

You can write a short reminder note to help you identify who the caller is or who is
waiting on a particular line. The note appears on-screen next to the line number.

1. While connected to

the call, from the
Main SCl’eerl, select Line: MNote:
the Take Note user |_ | —
on2
Note If you do not have 003 B
on4 C |
the Take Note 005
button, it has not 006
' 007
been assigned to 008
your console. o B
2. InthelLineNote You can use the note to record information about the
dialog box, enter a cdl. The note shows in the Hold window or in the
short Note (16 Notes window when a call is recalled to the console.
charactersmaximum)
to attach to the call.

3. Select Save (or press | The note displays with the line number in the Loop
Ent er) to save the screen when the call is held. If the line recalls the
note. console, the name displaysin the Information window.

The note stays with the call until it is disconnected.
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Using Department Search with Call Transfer

1. FromtheMain
Screen, select the
Dept Select user
button.

2. Fromthe Department
Transfer dialog box,
select the desired
name
...or enter the
department name.

You have the
following options:

To transfer, select the
Transfer button.

To announce the call,
select the Conference
button, announce the
call, then select the
Transfer button.

To supervise the call,
select the Supervised
button.

Basic Calling
Transferring Calls

If the Dept Select button is not displayed and
available, it has not been assigned to your console.

= Department Transfer
Transfer
(P2 [Research - Johnson April (278) Conference
search - Johnson April (278 = 1
- Dettman, Bill 1
" Line |Sales - Henson Brian [201) Transter ¥M |
| e I
= Show Record
Flash
1.R. Override Code:  Account Code: Status 1
Cancel
" Busy
‘ Help
Fist [April Title: [Asst. Mgt Work His:
Last: |Johnson Mar: [Teny Loo [8am-8pm
DN: [278 VM{278 Loc: |Bldg. 3 Work Days:
Phane: [555.4278 Dept: [Researc! h [Mon-Th
5554040 FAX Note: | will be out Jun 13 - 20 at

555-1234 Pager

UPSTART convention.
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Basic Calling
Voice Mail

Voice Mail

The PC Attendant Console is compatible with the Toshiba Stratagy or VP Voice
Processing systems. Voice Mail can be used as a Night Transfer location or to answer
your calls when you are busy or not available.

O Tocall or transfer a call to a voice mailbox

1. Whenyouareon
acall, select the
Voice Malil
button

...or pressthe
Transfer VM
button in the
Conference/
Transfer dialog
box or Dialing
dialo

2. From the Voice
M al I N umber Directory Name:

dialog box,

select aname - [ o ]

from the i
H 202 Mancy Lon ancel
directory or type 203 Bob Smith
205 Demo Phone
o e

number. 244 Pat Lowry

250 Jon Nelson

Goto the
directory to
select the person
whose mailbox
isto be opened.
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Basic Calling
Voice Mail

3. Sdlectthe OK You hear the Voice Mail greeting.
button. The PC Attendant Console calls the voice mail pilot.
Consol e setup settings must have the Voice Mail Pilot
number and prefix digits programmed in the Trans VM
Settings section.

4, Whenthevoice | The PC Attendant Console uses the mail box for the
mail answers extension found in the directory.
and you can hear
the opening
greeting, click
on the Transfer
button.

0 To manually connect to Voice Mail

1. Dial the Voice
Mail code.

2. Fromthe Main
Screen, pressthe
Tone button
from the I
keyboard and
dial to the voice |
mail.

Cloze I | Help I

3. Toclosetheout | Thediaog box clears while remaining on the
Dialing Dialog connection.
box, click close.
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Basic Calling
Placing Calls

Placing Calls

Cadlls can be placed using the Busy Lamp Field (BLF), or with the keyboard or Dial
button as shown below.

O Dialingwith theBusy Lamp Field (BLF)
Select the desired

200 Pt Walke Dave Wandevile 262 Sally Lin
. . Bob Lerche 263 Juclth Chou
P02 Maney Long 254 Hen Chapman 278 April dohnson
station in the BLF
i i bz Bob Snith 255 Ed LaBlanca 200 PaiL
d d I bos  Demo Phane 256 Joyce Mulcahy 299 Pst Smith
IreCtory |Sp ay on b7 Larry Meyer 257 Harena Lang 00 Pat Walker
b2t petz 258 Michelle Mammolite SO0 Rosa Swann
the bOttom Of the B4 Pat Lowry 259 Alex Dorfman 02 victaria Rosaff
Bsa  Jon Nelson 260 MinhLe
screen. P51 Bl Lovig 261 Ren Chen

I Press F1 for helo [ l0&16 AM Tue Jur23 i

The BLF display may show station number or names,
plus station numbers. Selecting any name or number
causes that station to be called.

O Dialingwith the Keyboard or Dial button

1. Typethenameor TR ——

number of the party

Mumber
to call S
[ Line [ Line Group [ LCR X EDN ‘
...or wl ect the on- [o01 Line 1 [2] [04 Line Group 4 [2]
xrw‘l Di aI button’ IIR Override Code: Igccnunl Code: f_‘a:::w

then select aname

H First: [Pat Title: [Admin Asst Work Hrs:

from the directory. v B
oN: [200  wM:200 | Loe: [Main Work Days:
Phone: [(714) 555-2213 HOME | Dept [MTwIF

(714) 555-6808 PAGER | NOte: [0n vacation until Jan 17th.
(714) 555-1234 CAR

The Dialing dialog box appears when you begin
typing. When the program finds a match in the
directory, that name is highlighted.

If the Auto Dial ison and amatch isfound in the
directory, the number is automatically dialed.
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Basic Calling
Placing Calls

(Optional) If youare | PDN isthe default selection.
dialing an outside

number, enter or

select aLing, Line

Group, or LCR. (*X”

is selected.)
(Optional) Enter a Thetoll restriction override code must match that
toll restriction assigned in the system for the call to proceed.

override code: select
the T. R. Override
Code box, enter the
code.

(Optiond) Enter an The account code must be a minimum length as
account code: defined by the Strata DK or match a verified account
Selecting the entry code.

box, enter a code.

2. Fromthe Dialing
dialog box, select the
on-screen Dial
button.

Toll Restriction Override Codes

Your PC Attendant Console can be restricted from making certain calls. Each console
can be allowed or denied specific area and office codes, long distance information
calls, international calls, and/or operator-assisted calls. You can override toll
restriction at selected consoles or you can change a consol€'stoll restriction class. The
console resumesits normal class at the end of the call.

Account Codes

Account Codes can be used for avariety of reasons, including billing, tracking, and
line restriction. Account Codes are entered before (Dialing or Forced) or during
(Manual) acall. The Station Message Detail Report (SMDR) contains account code
call information which can be printed.
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Voluntary Account Codes

Voluntary Account Codes

Voluntary Account Codes are optional and can be entered after accessing a CO line or
during a call which you originated or received. Your conversation is not interrupted
when you enter an Account Code.

1. After accessingaCO

line or during a call,
select the Account Account Code: ||
Code button.
I gl( I | Cancel I | Help I
2. Enter the Account You hear a half-second tone for avalid code or three
Code and select the short tones for an invalid code. The last code entered
OK button. isrecorded. To re-enter acode, repeat Steps 1~2.
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Calling Options

Calling Options
The following summarizes available calling options.

To changefrom Ring | This changes the default setting so that you can
First instead of Voice = immediately talk to the called party through their
First, select the Ring | telephone speaker.

soft key.

To change from This changes the default setting so that the called
Voice First to Ring party’stelephonerings.
First, select the Voice

soft key.

To Hang Up, select

the Release button.

Select the Exec This enables you to “barge in” to an existing call.

Override button.

Select the DND This overrides the Do Not Disturb (DND) by sending

Override button. atoneto the called telephoneto alert them that acall is
waiting.

Select the Priv. Over

button.

DOverride
LCancel

Note The CO line must be assigned to appear on the
console for this feature to operate.
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Calling Options

Setting or Cancelling Automatic Callback

After reaching a busy or Do Not Disturb (DND) station, you can set Automatic
Callback to have the system call you back when the called station becomes available.

Automatic Callback enables you to be placed in awaiting queue for an available CO
line after attempting accessto aline group in which all lines are busy. The system calls
you back when aline becomes available..To set or cancel Automatic Callback

Select the Callback This procedure toggles the feature on/off. If the

user button, then Callback button is not visible after reaching a busy or
select Rel ease. DND station, the console has not been assigned this
button.

O Toset Automatic Busy Redial (ABR)

Select the ABR This procedure toggles the feature ON.
button

...or select Conf /
Tr ns, enter #44,
then select
Rel ease.

0 Tocancel acallback or ABR
Select the Cancel ABR button
...or select Conf / Tr ns, enter #44, then select Rel ease
...or from the Menu Bar, select Features. Then select Cancel Callback or
Cancel ABR to turn off the features.

46



Basic Calling
Calling Options

Busy Override and Off-Hook Call Announce (OCA)
Busy Override enables you to notify a busy caller that there is another call waiting.
Off-hook Call Announce letsyou call and speak through the speaker of an off-hook,

busy digital or electronic telephone. The called telephone must be equipped for OCA.

Release 3 systems also alow Call Announce through the handset.

Select the Busy If the phoneis configured for Off Hook Call
Override button. Announce, announce the call.
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Basic Calling
Dialing for Others

Dialing for Others

If acaler has been restricted from placing a call, this option enables you to place the
call for them.

Dialing a Number for a Caller

Anincoming caller who isrestricted from calling may ask you to place the call for
them. You can enter the number to be dialed while talking to the caller.

0 Todial anumber for an internal caller

When connected to the
caling party...

Enter the number to The call dials out with the call transferring and the
be dialed, including console releases.

the trunk access code

(if needed).

..or
1. sdect Transfer.

2. Enter the number to
bediaed

3. Select or enter any
required lines, codes,
or conditions.

4, Select the Transfer
button.

O Toconnect partiesif originating call ison aCO Line

1. Enter the number to
be dialed, including
the trunk access code
(if needed).
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Basic Calling
Dialing for Others

2. SdecttheConference | Thecall diasout.

button.
3. Sdect Joi n, then Connect the parties together, then release the console
Exit. from the call.

Performing Through Dialing for a User

1. Whenconnectedtoa | Some callers may berestricted from calling certain

station, select the numbers and may need you to select aline for them so
Conf/Trns that they can make their call.
button.

2. SelectthelLineor Choose aline for the call to be placed.

Line Group entry.

3. Sdect Transfer. Dial toneistransferred to the cdler.
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Conference Calls

Conference Calls

Conference calls can involve up to four parties. You can create conferences through
adding partiesinto existing calls. You also have the ability to enter acall, split and
switch between the parties, and join the callers together.

Creating a Three-way Call or Joining Two Calls
You can connect any cal in the Loop box with another call using the Join feature.

Rather than transferring the call, Join temporarily creates athree-way conference from

which you can drop out.

Example: When a caller asks you to have a party paged, you put the first caller on

hold, then page the other party. When the paged party calls you, you can use Join to
connect the held and paged parties.

1. Whileonacall,
select the Hold soft

key.

2. From the Conference
dialog box, obtain
another party, e.g.,
page someone to call
the operator.

Humber: I Pat [278

. Pat

188 Pat Walkers
@© BDN 1500 pat Walker
O LCR 201 Brian Henson

LConference

Cancel

202 Hancy Long
203 Bob Smith

Account Code:

The (first) call isheld in the console's Loop box.

50




3. Upon answering the
call, select the held
party in the Loop box

...or highlight the
held party hame, and
then select the Joi n
button.

4, Select the Exit
button.

Basic Calling
Conference Calls

You are now connected to the source and destination
partiesin athree-way conference. The Active Call
Window displays XXX + Y'Y, the source and
destination party’s station numbers.

The console exits the conference. The source and
destination parties remain joined.

Adding a Station to Create a Conference Call

You can add another station to the current call connection to create a conference call.

1. Select the Conf/
Tr ns button.

2. Enter the number to
dial or dial by name
using the directory.

3. SdecttheD al
button. If you do not
receive an answer,
select the Ret ur n
button.

4, SeecttheJoin
button after the party
answers.

The current call is placed on hold. You hear internal
dial tone. If connected to two CO Lines, both will
display in the L oop box.

The Conference/Transfer dialog box provides an entry
for dialing.

Listen for abusy or no answer so that you can return
to the original connection.

All parties are conferenced.
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Conference Calls

Adding a CO Line to Create a Conference Call

1. Whileonacdl, The current call is place on hold. You hear internal
select the Conf / dial tone. If connected to two CO Lines, both display
Tr ns button. in the Loop box.

2. Enter the number to The Conference/Transfer dialog box provides an entry
dial. Selectthelineor | for dialing, choosing aline, entering account codes or
group to use for the toll restriction override codes if needed.
call if an access code
was not entered as
part of the number.

3. SdecttheDi al Listen for abusy or no answer so that you can return
button. If you donot | tothe original connection.
receive an answer,
select the Ret urn
button.

4. SelecttheJoin All parties are conferenced.
button after the party
answers.
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Call Splitting (Split/Switch)

Call Splitting (Split/Switch)

Cdll Splitting enables you to alternate between source and destination sides of a call
while keeping the two parties separate on the console. This feature can be performed
only when the console is involved as the third party in athree-way conference.

1. After forming a The destination party is placed on hold, and you are

three-way
conference, select
Split.

To alternate between
the parties, select
Swi t ch.

Options.

you can disconnect
the party that you are
connected to by
selecting the

Rel ease button

...or

you can reconnect to
both parties by
selecting the Joi n
button. To exit from
the three-way
conference, select the
Exit button.

connected to the source party.

The source party is placed on hold, and the connection
is made with the destination party. Each time the key
is pressed, the call alternates between the source and
the destination parties.

After you press Rel ease, the current party is
dropped and you are automatically connected to the
remaining party.

All parties are connected in athree-way conference.
When you exit the conference, the other two parties
remain connected.
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Trunk-to-trunk Connections

Trunk-to-trunk Connections

A trunk-to-trunk connection lets you connect two CO lines, then drop out of the
conversation. Both CO lines display in the Loop box until the call is released by the
caller hanging up, or until you release the call.

CO Linesthat do not provide disconnect supervision must be supervised by you or the
call disconnectswhen you release, thus, you are required to periodically monitor these
connections to determine when the call is completed.

0 Tomakeatrunk-to-trunk connection

1. WhileonaCOline The CO line call is placed in the Loop box. You hear
call, select the internal dia tone. The Conference/Transfer dialog box
Conf / Tr ns button. | displays.

2. Seectthelineorline | Choosethelineto place the call and enter the
group (or enter an telephone number to dial. You must supervise
access code) and (monitor the call for) lines without CO-provided
enter the number to disconnect supervision; otherwise, the callers are
dial. Select disconnected when you select Rel ease.
Conference or
Supervise.

3. Upon getting an
answer, select a
source party in the
L oop box.

4, SdlectJoi ntoform | TheActive Call Window displaysLINE XXX + LINE
athree-way YYY, the source and destination party’s line numbers.
conference.

5. Select Exit. The console exits the conference. The source and

destination parties remain joined.
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Trunk-to-trunk Connections

O Tomonitor atrunk-to-trunk connection

1

Select one of the held
linesin the Loop box.

Select the Exit button
if they are still talking
...or

select the Rel ease
button if the parties
have hung up.

You are connected to both CO lines.

You exit the conversation, but the two outside parties
remain connected.

CAUTION! When you press Rel ease, thecall is
dropped and all parties are disconnected. Listen to
the connection and determineif the call isor isnot
in progress before deciding to release or keep the
call.
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Call Supervision

Call Supervision

Supervised L oop operation supervises atransferred CO line call. The call may be an
incoming call or acall originated at the console. The Supervised Loop isassignedin
system programming.

0 Tosuperviseacall

1. Whileonacal, The Conference/Transfer dialog box displays.
select the Conf /
Tr ns button.

2. Enter the number to The Conference/Transfer dialog box provides an entry
dia or dia by name for dialing.
using the directory.

Select Supervise.

4. After the destination
party answers, select
the Transfer soft key.

0 Tomonitor asupervised call

1. Highlight the You are connected to both partiesin a three-way
supervised call inthe | conference. System programming may insert a
Loop box. warning tone that all parties hear.

2. Toplacethe parties
back on asupervisory
loop, select the Sup
Hold soft key.
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Advanced Calling

This chapter explains how to use advanced features which are accessed from the
Features menu (shown below) located on the Menu Bar.

220 PC ATTENDANT 220
Messages Vi Setup Help

Console QEEIIGIY
Speed Dial...
Paging...
Door Lock...
Door Phones...

Number Redial... _‘

Incoming [

; [ Priv. Over
Call Pickup... -
call Park... | Redial ||
Abandoned Calls... ‘ Park Retrieve |

Alarm Reset
Cancel Callback

|_fnowo) Cancel ABR (=]

Retrieve

T

[ sp1o || somr || sp12  |[Emera Page|[cancel s6R][ Redial |[Call Pickup || Acct Cod
Msg Centell Upd Status Il Take Hote I PageAIISkal Edit Msg I Park I Pickup Elpl DeptSele|

FZ F3 Fa FS [ Fe | F7 Fg F3

IChapman, Ken 254 Lin, Sally 262 Smith, Bob 203

IChen. Ren 261 Long, Nancy 202 Smith, Pat 293

IChow, Judith 263 Lovig. Bill 251 Swann, Rosa 501

Darfman, Alex 259 Lowry. Pat 244 ‘Walker, Pat 200

Henson, Brian 201 Mammolite. Michelle 255 ‘Walker, Fat 500
ohnison, April 278 Mandevils, Dave 252 Z.Pat 221

Meyer. Larmy 207
Mulzahy, Joyce 256
o 0

[»]
03:32 PM Mon MNaov 25

Speed Dial




Advanced Calling
Speed Dial

Speed Dial

Thisfeature enables you to store 40 Speed Dial Numbers for your personal use. Up to
100 or 800 system Speed Dial numbers (depending on your Strata DK system size)
can be used by any telephone within your system. You can store area and access
codes, as well as the following special functions.

O To store Speed Dial numbers

1. Fromthe Menu Bar,
E select Features. Then Bpecd Dol
select Speed Dial. o oo
2. From the Speed —
Dialing dialog box,
choose the entry to Lo |
add or change. Select r
the Modify button. e )
Long Pause U
PDM (1]
Hold (H)
Conference [C)
LCR [R)
Chain [*]
Modify I Save I ‘ Retrieve No. I
The Attendant Console personal speed dial numbers
are 10~49; system speed dial numbers are 600~699 or
200~999, depending on your processor.
Dial codes shaded in grey are not available for entry
from this console.
3. Enter aname, the Enter a name to identify the Speed Dial number.
telephone number. Maximum of 20 digits, including codes. Entered
names are stored in the PC only and are not
transmitted to the Strata DK.
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Speed Dial

4, Select the Save Saving system speed dial numbers changes the
button. number for all usersin the Strata DK system.

5. Select the Close
button when you are
done.

Speed Dial Special Function Codes

Press To Store
F Hook Flash
p Pause (1.5_ or 3 second pause depending on system
programming).
L Long Pause (10 second pause)
| PDN (Pressing DN button)
H Hold
C Conf
Ror9 LCR access
#7001 ~#7200 For CO Line numbers 1 through 200
801 ~816 For a Line Group
690 ~.699 (RCTUBA/BB, RCTUC/D) . . .
,990 ~.999 for RCTUE/F only To link a string of Speed Dial numbers

Only 10 System Speed Dial codes can be linked to any other Speed Dia numbers:
690~699 (RCTUA, BA/BB, C/D) or 990~999 (RCTUE/F). A number stored in
location 690~699 dials out first, followed by a number chained to 690~699.

You can link any of the console personal numbers (10~49 or 100~109) or system
Speed Dia numbers (600~699) to system Speed Dial codes (690~699 or 990~999).
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Speed Dial

Using Speed Dial Numbers
1.

Select the on-screen
Dia button.

Enter the name or
number in the Spd
Dial entry box

...or select aname
from the drop-down
box.

Select alLine, Line
Group, or LCR, if
required.

Select the on-screen
Dial button.

If outsideline or line
group is busy:

set Auto Callback by
pressing the Callback
soft key

...0r set Auto Busy
Redial by pressing
the ABR user
button.

Number:  [200 Pat Walker
Spd Diak: |

11 2135876750 DONNA SMITH
12 6192243000 LABEL CO
I Line DONNA SMITH. 2135876750 (1)

LABEL CO. 6192243000 (12)
001 Line 1

LR. Override|

™ Busy

First: |Pat Title: [Admin Asst Waork Hrs:
Last  [Walker Mgr: [&:30-5:00
DN: [200 vM: [200 Loc: |Main ‘Wark Days:
Phone: [(714) 565-2213 HOME | DePt: [MTwTE
(714) 555-6808 PAGER | Mote: [0 vacation until Jan 17th.

[(74 5551234 CAR |

You can aso enter atrunk access code before Step 1 to
select an outside line or line group.

The system dials the tel ephone number selected.

If thiskey isnot visible, then it has not been assigned
to this console.
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Paging

1. From the Menu Bar,
H:'Il:l select Features. Then
select Paging.

2. From the Paging
dialog box, select the
button representing
the page group/zone
needed.

3. Sdect the Close
button when you are
done.

Advanced Calling

............................... Zone A [1] | Group A |

| Grps/Zones Zone B [2] | Group B |
Zone C [3]) | Group C |

AIG Zone D [4] | Group D |
Zone E [5) | Group E |

Zone F [6) | Group F |

Emergency Zone G 7] | Group G |
Zone H [8]) | Group H |

Close Help |

Note Thelabels on these buttons can be changed in

Setup.

Paging
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Emergency Page

Emergency Page

Emergency Page is normally assigned a user button when used by the attendant. The
following steps show you how to make an emergency page.

0 Tomakean Emergency Page
1. Select the Emergency Page button.
2. Make your announcement, select the Rel ease button.

Opening Door Locks

A signal can be sent to a control device which can operate the latch for a door or gate.

1. From the Menu Bar,
.I select Features. Then Joor Unlock
%Iect a Door bU'['[OI’] | Door 0 || Door 1 || Door 2 || Door 3 || Door 4 I
| Ciose ] | Help J

2. FromtheDoor Lock | Thecontrol for the door selected operates for three or
dialog box, click the | six seconds based on system programming.
button for the door
control to be
operated.
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Advanced Calling
Using Door Phones

Any of the Door Phones connected to the Strata DK can be called and either be used
for listening or as an intercom to talk with someone at the Door.

1. From the Menu Bar,
.I select Features. Then
select Door Phones.

2. From the Door
Phones dialog box,
click the button for
the door phone to be
called.

| Door Phone 1 || Door Phone 4 I | Door Phone 7 || Door Phone 10 I

| Door Phone 2 || Door Phone 5 I | Door Phone 8 || Door Phone 11 I

| Door Phone 3 || Door Phone 6 I | Door Phone 9 || Door Phone 12 I

The connection is made without a warning tone to
allow quiet monitoring of activity in the door phone
area.

Note The labels on these buttons can be changed in
Setup.
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Last Number Redial

The Attendant Consol e automatically stores the last complete number dialed by the
console. The number remains stored until a new number is diaed.

1. From the Menu Bar,
select Features. Then —— Sovvod Hum Rodil
select Number Redial
[ LCR Selected " LCR Selected
Line: | ppN Line: IPDN—E
Hum: Hum: W
| gk I | Cancel I ‘ Help I
2. From the Redial The console dials the last number dia ed.

dialog box, select the
Redial Last button.
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Saved Number Redial

Saved Number Redial

Saved Number Redial lets you store a dialed telephone or station number, then redial
that number with the touch of a button.

0 TosaveaNumber

Selectthe Savelast | After dialing a number and before hanging up on a
user button. call, the number can be saved for redialing at a later
time.

0O Toredial the Saved Number

1. From the Menu Bar,
select Features. Then
select Number
Redial.

2. From the Redial The console dials the saved number.
dialog box, select the
Dial Saved button.
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Call Pickup

Call Pickup

You can pick up acall that isringing at another station.

1. From the Menu Bar,
select Features. Then
select Call Pickup....

2. Fromthe Call Pick
Up dialog box, select
the type of pickup to
perform using the
mouse or these keys:
Al t +Rfor Ringing
CcoO

Al t +P for
Telephone Page

Al t +Wfor own
group
Al t +1~4 for Tenant

E

Select an entry box
using the mouse or
these keys:

Al t +S for Station
[DN]

Al t +Gfor Group
number

Al t +Cfor Held CO
Line

3. Enter the number of
the station, group no.,
or CO line, press
Enter.

= Call Pickup

Station I Station: I E
Own Group ] Group No. | Mo | e

| CO Ringing I | Telephone Page I

CO Held Line Line: |

| Tenant 1

[+

Tenant 2 I

J |
[ Tenant 3 | | Tenant 4 |
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Call Park

Note User buttons are available to open this option to one of the selection types
such as Pickup Held CO startsat “Al t +C” point.

Call Park

The Call Park feature enables you to hold a call temporarily in an orbit and then | et
anyone retrieve the call from any station.

1. Select the Park user
button.

2. Fromthe Call Park
dialog box, enter the
orbit number or 999
to have the system
assign an orbit.

3. Seect the Park
button.

4, SelecttheRel ease
button.

999 is the AutoPark orbit number.

Drbit: IEEE E I Park I | Repark Page I | Repark I

age

® None C All Calls O Group |1 :I O External |1 :I ’—I
= = = = Cloze

O All Calls + External O Line |001 Line 1 = [ beb |

) Station I E

Calls can be parked on any PDN number programmed
in the Strata DK system or 20 general Park Orbits
numbers 900~919.

Thecall is parked in an orbit and the display shows
which orbit is used.

Thecall isleft in the orbit and atimer beginsfor a
recall if not picked up before the prescribed time.
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Call Park and Page

Call Park and Page

Call Park and Page enables you to access a voice paging device to announce a parked
call for pickup from another station.

1. Select the Park user 999 is the AutoPark orbit number.
button.

2. Fromthe Call Park Cadlls can be parked on any PDN number programmed
dialog box, enter the | inthe Strata DK system or 20 general Park Orbit
orbit number or 999 | numbers 900~919.
to have the system
assign an orbit.

3. Sdlect the button for Select a paging option to announce the call. Page
type of page and options are:

enter the zone if _
nec y. Al t +A = All phones
Al t +G= Groups of phones
Al t +E = External Page Zones
Al t +C = All phones and Ext. Page

4, Select the Park and Thecall is parked in an orbit and the display shows
Page button and which orbit is used.
announce the call,
including the orbit
number.

5. SedecttheRel ease | Thecall isleft inthe orbit and atimer beginsfor a
button. recall if it is not picked up before the prescribed time.
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O Toretrievea parked call

1. Select the Park
Retrieve soft key.

2. Fromthe Recall Park
dialog box, highlight
the parked call in the
List box

...or enter the orbit
number

...or select an orbit
number from the
drop-down box.

3. Sdect the Recall
button.

Advanced Calling
Call Park and Page

=] Recall Park

T
List Close I

STATION 205 PARKED OM ORBIT 900

The parked call is connected to the console.
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Auto Park/Page

The Auto Park/Page feature enables you to hold a call temporarily in an orbit where
anyone can retrieve the call from any stations. The Strata DK system automatically
selects an available orbit for call parking and displays the park orbit number on your
screen. When you park acall, you can page a party and announce the orbit number
wherethe call is parked. The paged party can then pick up the call from any station. If
aparked call remainsin orbit long enough for the timer to expire, the parked call
automatically recalls your console.

O TouseAuto Park and Page
1. Select the Park Page

Soft key |smnuu 200 PARKED ON ORBIT 900
||Page Release: |
Return I
| I I |
The Strata DK system automatically assignsthe call to
one of the general park orhits.

2. Announce the call, This soft key by default selects the All Page (Internal
including the orbit and External) feature. Be certain to announce the orbit
number. number where the call can be picked up.

3. Select the Page
Release button.
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Setting Auto Park

If there are certain groups or departments that you often page, you can use User
Buttons to expedite the procedure. You can store the procedure to Auto Park calls for

specific paging zones into a Speed Dial code.

0 Toset Auto Park and Page for One-Button Access
1.

If Auto Park is
currently assigned a
speed dial for system
use, assign that speed
dial to a user button.

..or

Enter #332999#3X X
in auser button.

XX = last one or two
digits of the access
code.

11
12
13
14
15
16
17
18

5o0r51Zone A
6 or52ZoneB
7 or53ZoneC
8 or54Zone D

55
56
57
58

Group A
Group B
Group C
Group D
Group E
Group F
Group G
Group H

ZoneE
ZoneF
Zone G
ZoneH

Advanced Calling
Auto Park/Page

9 All Call Page plus All External Page zones

0 All Call Page (all phones)

Note Seeyour System Administrator for the number
of zones and the zone codes for your system.
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Abandoned Calls

This section shows you how to dial and del ete an abandoned call.

O Todial an abandoned call

1. Fromthe Menu Bar,
select Features. Then (et o s
select Abandoned
Calls. §
I Line ™ Line Group X LCR
,"_“‘ Line 1 [2] [04 Line Group 4 Bl
IL R. Dvenide Code: Ig cccccc Code: ‘
2. Inthe Abandoned
Calls dialog box,
highlight the desired
cal.
3. SdecttheD al The console dials the abandoned call.
button.

0 Todelete an abandoned call

1. Fromthe MenuBar, | The Abandoned Callsdiaog box showsalist of the
select Features. Then | cals.

select Abandoned

Cdlls.

2. Sedlect thedesired
cal.

3. Select the Delete The abandoned call is deleted.
button.
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Alarm Reset

Your Strata DK system can be connected to a facility alarm system. All telephones
produce a startling tone when this alarm is activated. Stations or consoles with an
Alarm Reset button can reset the alarm by pressing the button.

= From the Menu Bar, | Theaarm given throughout the system turns OFF.
select Features. Then
select Alarm Reset.

The console does not receive the alarm tone, but the console can turn OFF alarm tone
if heard on other phones.
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Directory 5

This chapter describes the Directory menu features (as shown here), including how to
add names and information to the Directory, how to change the order of display, and
how to use the Find function.

220 PC ATTENDANT 220
Console Features [INIACIOVE Messages View Setup  Help

\
| Redial ||
\

[ Park Retiieva

Retieve

[ Answer Incoming_] =]

SD10 I 5D11 I SD12 I [Emerg Fag:l (Cancel ABHI Redial Call Flckunl Acct Cods
on et e e e |t o I[ ot Jrctmcollome

[Chapman Ken 254 Lin, Sally 262 Smih, Bk 203
(Chen, Fen 261 Long, Nancy 202 Smih, Pat 299
(Chou Judith 263 Lovig. Bil 251 Swamn, Rasa 501
Dofman Alex 253 Lowy, Pat 214 Walker, Pat 200
Henson, Bian 201 Memmalie, Michelle 258 Walker, P 00
ohnson, Apil 278 Mandevile, Dave 252 2. Pal Edl
L Pat Meper, Lany 207

[LaBlanca, Ed 255 Mulcahy. Joyee

2]
01:35 PM Mon Dec 02

Directory Entry

The Directory Display lists employees and their assigned internal Directory Numbers
[DN], aswell as ACD group numbers. The directory includes Primary and Phantom
Directory Numbers [PDNs] and [PhDNS]. It serves three purposes. a directory listing,
aBusy Lamp Field (BLF), and it provides Direct Station Selection.
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Directory

Adding/Deleting Entries into the Directory

The Directory can include people that may not be located on-site, and it can describe
alternative methods to reach those off-site individuals. It can also list those who do not
have extensions, but who do have mailboxes in the Voice Mail system. The Directory
also workswith the Transfer to Voice Mail feature. It can contain people on Centrex or
another PBX system while automating call redirection using “Flash” and their
extension number.

You can search through the directory for:
+First Names
+Last Names
+[DNs] (Directory Extension Numbers)
+Departments

Adding/Deleting Entries into the Directory

=

Use Directory Entries to input information about each assigned internal [DN],
distributed hunt group pilot, and ACD group number. This provides information for
the directory display, as well as additional information you can reference (title,
department, work hours, etc.).

1. Fromthe Menu Bar,
select Directory. Eet: [N utts Iw kH
. Last: Mai
Then select Entries. . o | e ok Bare
Phone " [ et

o ;

E

IR LA

76



Select the New
button to add an entry

...or select an entry to
cut, then sdlect the
Delete button.

Type the entry
information in each
field.

To enter an ACD
Group, enter AXX
(xx=01~16).

Select the Save
button when all
entries or
modifications are
made.

Select the OK button.

Directory
Adding/Deleting Entries into the Directory

Either ablank Directory entry or a selected entry to
modify or delete appears.

An alternative would be to use Directory Find to go to
an existing entry to modify or delete.

Note Up to eight digits are allowed for the “Phone:”
entry.
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Directory Settings

Directory Settings

Use Directory Settings to change the Directory Display. You can change how the

names and numbers appear in each column. (For example, last namefirst, followed by

the first name and PDN.)

O Tochangethedirectory display columns

1. Fromthe Menu Bar,
select Directory.
Then select Settings.

2. For each column,
open the drop down
box and choose one:

First
First Last
Last
Last, First
PDN

3. Enter acolumn
width.

= Directory Settings

Column 1: [N ] widh: [30
Column 2: [First Last %] width: [100
Comn3: [ [#] wiah:[o

Example:
188 Pat Walkers 251 Bill Lovig 262 Sally Lin
200 Pat Walker 252 Dave Mandeville263 Judith Chou

201 BiianHenson 253 Bob Lerche 278 Pat
202 Mancylong 254 Ken Chapman 290 PatL

203 Bob Smith 255 Ed LaBlanca 299 Pat Smith
204 John Brady 256 Joyce Mulcahy 500 Pat Walker
205 Demo Phone 257 Karena Lang 501 Rosa Swann
207 Lany Meyer 258 Michelle Mammoli502 Victoria Rosoff
221 PatZ 259 Alex Dorfman

244 Pat Lowry 260 Minh Le

260 Jon Nelson 261 Ren Chen

Columns 2 and 3 can be left blank.
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4. To changethe
Directory Display
font, select the Font
button. Then choose

afont, style, and size.

5. When you are done
with the Font dialog
box, select the OK
button.

6. To exit the Directory
Settings dialog box
and activate your
changes, select the
OK button.

Directory Find

Directory
Directory Settings

= Font
Font: Font Style: Size:
|m [Botd |T;
MS Sans 5erif [+] ] I+ Cancel
oy | O [Lcancat |
T Playbill ] 12
Roman 5 14 3]

AaBbYyZz

The Sample box shows the selected font, style, and
size.

The Directory Find is aquick way to look up a directory entry to record anote or
make a change to any entry existing in the directory.

1. From the Menu Bar,
select Directory.
Then select Find....

A

2. IntheFind dialog
box, enter the name
of the caller, select
the OK button.

Directory Hame:

[Fat__iore

LCancel

244 Pat Lowry
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Message Center 6

The Message Center enables you to take messages, retrieve messages, print messages,
and save messages to afile for transfer to another console at shift change time.

You can set and reset M essage Waiting lights on phones within the Strata DK System
from the Message Center. Message Waiting lights turn on automatically, but you can
also set them manually when only a call back is needed.

You can send “ Silent Messages” to LCD telephones. Silent messages turn ON the
Message Waiting light, but they do not recall the console. You can aso post an
“Advisory Message” on each telephone (both LCD and non-LCD phones). This
feature lets you view the status of the individuals when a call is being sent to that
station.

220 PC ATTENDANT 220

LCD Messages...
Message Center. ...

Setf¥icw MW...

\
Dial Redial ||
\

[Park Retiieva

1

sD10 | sD11 | sD12 IEmelg g | ) ABHI Redial | Call Fickupl
o e o v ot it g |k | et o] s
T 1 T/ | [Fe | [ e 1 [rel =

[F2 1 FT [Fe ]

Chapman, Ken 254 Lin, Saly 262 Smilh, Bob 203

Chen, Ren 261 Long Nancy 202 Srith, Pat 299

(Chou, Judih 263 Lovig.Bil 251 Swann, Rosa 501

Dorfmen, dlex 253 Lowny, Pat 244 Walker. Pat 200

Henson.Bian 200 Mammolie, Michele 258 Wakker. Pat 500
ndpil 278 Mandevile Dave 252 Z,Pat Edl

290 Meyer, Lany 207

LaBlanca, Ed 255 Mulcahy, Jopce 256
qn0 Kaena Nebson Jon 0

[+]
03:40 P Mon Nov 25

IMessage Waiting Lamp On / Off
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Message Center
Taking a Message

Taking a Message

You can take a complete message during acall, or if you are interrupted, you can
return to the message through the Message Dialing dialog box later to finish writing it.

1. From the Menu Bar,
.I select Messages.

Then select Message
Center....
|
View Msg
7| 202 Nancy ::n;“ H |
Messages Pwge
2. Sdect anamefrom Copaly O Weekly O Monthly ‘

the directory for the
message.

The entire directory can be viewed by scrolling. It
may include people who do not have a phone on the
system.

3. Select the New Msg
button.

4. From the Message
Dialog box, tab from
box to box and type
entries where you
wish.

82



Message Center
Taking a Message

5. Select the Save & The console automatically sets a message light at the
Send button station that the message was taken for.
...or Select Save Only
if you need to return
and complete the e [omenm |
.
message |ater. i —
Company: [— _m
i ot g
[ URGENT N
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Message Center
Taking a Message for a Holding/Recalling Party

Taking a Message for a Holding/Recalling Party

You can use the console to enter and record messages for stations. When amessage is
entered, it automatically setsthe message light at the station. The station user can later
press the message button and call you. If the station isan LCD phone, the display
shows that you (Attendant) called. You can access and read the messages when the
station user is connected to you.

O To reconnect to the holding party

1

2.

Mzg Center

Select the Return soft
button to take the call
back.

Select the Message
Center button.

From the Find dialog
box, select the name
and press OK.

In the Message
Dialog box, enter the
items into the pad as
needed.

Select the Save &
Send button.

B sopcamenoavizzs_______EB

Press F1 for help [ 03:48 PM Thu Nov 21

A recalling station will automatically be selected.
Press OK and continue.

Save & Send: Message Done

Save Only: Hold message in “Incomplete List” for
completion.

User Button: “Edit Msg” will open to first incomplete
message.
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0 Totakeamessageduringa call
1. Select the Message
.I Center.

2. Enter theitemsinto
the pad as needed.

3. Sdect the Save
button.

0 Tocomplete a message started earlier

1. From the Menu Bar,
select Messages.
Then select Message
Center ...

...or select Edit Msg
User Key.

2. Select anamefrom
the Incomplete
Messages list.
Select Edit Msg.

4. Completethe
message and select
Save & Send button.

Message Center
Taking a Message for a Holding/Recalling Party

The date/timeis already entered.

The date/timeis already entered.

Retrieving a Message from the Message Center

You can access the Message Center and view alist of messages for an individual.
From the Message Center, you can display, print, and del ete messages.

1. Select the Message
Center user button.
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Message Center
Message Waiting Indications Sent

Select a name from
the directory for the

message.

The directory scrolls showing the compl ete directory
including people who may not have a phone on the
system.

Select the messageto | A list of messages appear in the message window. The
retrieve. selected message should be highlighted.

Select the View Msg | The message note pad shows the message taken
button. earlier.

From the Messaging

Dialog box, you have

the following

options.

Delete the message Individual messages may be deleted after being read
by selecting the back to the person.

Delete button.

To savethemessage, | By not deleting the message, it will remain in the
select the Cancel system. You do not need to Send and Save.

button or go to the

next message.

Selecting the Next When you delete a message, you will automatically
M essage or Prev move to the next message, if thereis one.

M essage button.

From the Print

Options dialog box,

select the Print © Conent

button, then select the  Comon taion Mossogos

messages to prl nt. ® G [ Delete After Print

Message Waiting Indications Sent

M essage waiting indicators are used to alert you to stations you have sent this
indicator.
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Message Center
Message Waiting Indications Sent

O Toview alist of Message Waiting signals sent

If you call astation and it isbusy or it is not answered, you can leave a M essage
Waiting signal. (The Msg LED at the called station flashes.) If the user presses the
Msg button with the flashing LED, his’her phone automatically calls your console.

Voice mail devices, aswell as attendants and station users, can leave M essage Waiting
signals. Up to four Message Waiting indications can be left at a station at one time.
One of theindications is reserved for the designated Message Center, set in system
programming.

O Toturn ON Message Waiting lights at a station

1. From the Menu Bar,

select Messages.

Then select Set/View L oo ]

M W Mo Message Sent
Station DN: E T

A waiting indication is given as the system polls the
DK System for MW Sent signals.

2. Fromthe Set or View
Sent Messagesdialog
box, open the Station
DN drop-down box
and select one, or
enter astation [DN].

3. Select Set MW. The MW or Msg LED flashesred at the called console
or station.
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Message Center
Console Message Waiting Light

O Toturn OFF Message Waiting lightsfor a station

1. Fromthe Menu Bar, A waiting indication is given as the system pollsthe
select Messages. DK System for MW Sent signals.
Then select Set/View
MW....

2. FromtheSetor View | A list of stations, including the directory names, is
Sent Messagesdialog | shown for all MW signals sent by the console.
box, select the station
number from the list

to turn OFF.
3. Select the Cancel The selected item is deleted from the list and the MW
Msg button. Off signal is sent to that station.

Console Message Waiting Light
You can receive messages from stations and other consoles. When a message from a

station or another console is waiting at the console, the Message Waiting iconisin the
“down” or ON position.

0 Torespond toyour Message Waiting indication

From the Menu Bar, The console will respond to the MW indication based

i -
- select Message, MW | upon the type of MW condition set. The MW
Lamp. condition will clear if the message retrieval is
successful.

0 To cance your Message Waiting indication

1. Select the Dial soft The Dialing dialog box displays.

key.
2. Enter #409 asthe #409 isthefeature code for canceling message
number to dial. waiting.
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Message Center
Creating LCD Messages

3. Select theDial The screen returns to the Main screen and the Active
button. Call Window displays “[DN] MESSAGE WAITING
CANCEL.”
4, Select the Release The currently displayed message is canceled.
button.

5. Repeat 1~4 for each
MW signal set on
your position.

Creating LCD Messages

You can use the console to send or receive messages to L CD telephone users.

Your system can have up to 40 messages. You can temporarily add to or change any of
the preprogrammed messages. Each console may record and save up to 10 personal
messages. Thisoption is enabled in system programming.

Preprogrammed Messages

System messages can only be programmed or permanently changed at Attendant
Consoles or the system administrator’s telephone. Five preprogrammed messages are
automatically stored in memory when the Alphanumeric Messaging with LCD feature
isinitialized. You can input additional information (up to atotal of 32 charactersfor
each message). Some system messages expect you to add more information. For
example:

Msg No. Preprogrammed Information Entry Information
60 Out To Lunch
61 In A Meeting
62 Call (station or telephone number)
63 Back At (time you will return)
64 Return On (date you will return)
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Message Center
Creating LCD Messages

0 TochangeLCD Messages

1

From the Menu Bar,
select Messages.
Then select LCD

M essages.

Select the message to
be entered or
modified from the
message list.

Select the Modify
M essage button.

Wiait for the console
to retrieve the current
message from the DK
System.

Edit an existing
message or enter a
new message.

Select the Save
M essage button.

Wait for the updated/
new message to be
stored in the DK
System.

Personal (10~19) or system messages (60~99). The
current message, if any, displays.

The console goes into the edit mode.

The message is stored in system memory.

90



Message Center
Creating LCD Messages

0 Toview LCD messagesstored in the DK System

1. From the Menu Bar,

select Messages.
Then select LCD

Messages.
Select the message
number to be viewed.

Select the Retrieve
Msg button.

Sending LCD Messages

1. From the Menu Bar,
select Messages.
Then select LCD
M essages.

Enter or use the Drop
Box to select from
the Directory a
location to send the
message.

Select the message to
be sent.

Select theappropriate
button to send the

message.

The Messages dialog box displays.

Personal (10~19) or system messages (60~99).

The console gets the current LCD message from the

DK System.

Any station or console may record a message. Stations that do not use Soft Keys (Soft
Keys Off: Mode 70) may send messages “live” to other LCD stations, console users,

or a paging group.

The Messages dialog box displays.

Enter the station or console number if it isto be sent to
asingle location.

Personal (10~19) or system messages (60~99).

The message can be sent to an individual station, a
pre-defined group defined by your paging groups or
all stations.
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Creating LCD Messages

0 Tosendan LCD Messageto a single station

1

Select the Message
button.

Select the message to
be sent, and then
choose the station.

A dialog box showing LCD messages opens.

The MW light on the phone will turn ON, the user will
get the message when they press their telephone’s

Msg.

0 Tosend an LCD Messagewith an alert signal (station must be busy)

1

Select the Message
button.

From the LCD

M essage dialog box,
select the message to
be sent.

Select Alert Station
or Station.

If you selected Alert
Station, wait for a
reply message before
selecting the Release
button.

The LCD Message dialog box opens showing alist of
messages.

Select the message to be sent and choose the type of
message for the situation.

There are two types of LCD messages. one sends the
message directly to the busy phone alerting the user of
amessage. The second sends a silent message which
can be viewed later.

Station alerting only worksif the called station has the
soft keys turned OFF (Mode 70).
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Creating LCD Messages

Advisory Message

Advisory Messages are notes |eft on phones to advise anyone trying to reach that
person of their status. These messages can be very useful in giving the caller an
indication of such thingsas“IN A MEETING” “GONE FOR THE DAY,” etc. These
messages can be set from this console or from any remote station. A blank LCD
message can be sent to aremote station to clear amessage at a given station.

0 Toset/clear Advisory Messagesfor your console

1. From the Menu Bar, The Messages dialog box displays.

select Messages.
Then select LCD

M essages.
2. Selectthemessageto | Personal (10~19) or system messages (60~99). This
be displayed. step can be skipped if clearing your advisory message.
3. Select the Set or LCD stations calling your console will display the set
Clear button. advisory message.

O Toset an Advisory Message for another station

1. Fromthe Menu Bar, The Messages dialog box displays.
.I select Message. Then

select LCD
Messages.
2. Selectthemessageto | Personal (10~19) or system messages (60~99). This
be sent. step can be skipped if clearing your advisory message.
3. Select the Remote LCD stations calling that station will receive this
Message button. advisory message.
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View Menu

This chapter provides instructions on using the features available from the View Menu

as displayed here.

Console Features
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View Menu

Tool Bar

Tool Bar
From the Menu Bar, | Thetoolbar toggles ON/OFF from avisible to a non-
select View, Toolbar. | visible status. A check next to the menu item indicates

itis activated.

Status Bar
From the Menu Bar, | The status bar toggles ON/OFF from avisibleto a
select View, Status non-visible state. A check next to the menu item
Bar. indicatesit is activated.

Call Statistics

Statistics on incoming calls received at the Attendant Console are collected and stored
by the PC. Thisinformation includes:

L4

L4

L4

L4

L4

L4

number of internal incoming calls received per hour
number of external incoming calls received per hour

total talk time (in seconds) per hour

maximum number of callsin queue each 15-minute interval
printing call statisticsfor a specific day

displaying today’s call statistics for a specific hour

The top of the display/report indicates the time frame used to compile the information.
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View Menu
Status Bar Call Statistics

O Todisplay Call Statisticsfor a specific hour

1. Click View, Call
Statistics from the
Menu Bar.

2. Fromthe Call
Statistics dialog box,
select the box for
entering the Hour.

3. Enter the hour
number for which
you want statistics.

= Call Statistics

Print Call Statistic File 5etup
Close

[mm/ dd )

Display Today's Call Statistics

Hour: IT

Max. calls in queue [1st quartes) -
Max. calls in queue [2st quarter] :
Max. calls in queue [3rd quarter] -
Mazx. calls in queue [4th quarter] :
Total Internal Incoming Calls
Total External Incoming Calls
Internal incoming talk time
External incoming talk time
Total talk time in seconds

cooooooee

The cursor appears in the Hour window.

Valid entries are 00~23. The statistics for that hour
display in the window.
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View Menu

Status Bar Call Statistics

O Toprint Call Statisticsfor a Specific Day

1. From the Menu Bar,

select View. Then
select Call Statistics.

From the Call
Statistics dialog box,
enter the month (two
digits) to be printed.

Select Day, and enter
theday (two digits) to
be printed.

Select Print.

= Call Statistics

Print Call Statistic File Setup
Close
Date: [ [ [ |
o

Display Today's Call Stahistics

Hour |

The selected day’s statistics are sent to the printer.
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Administration 8

This chapter discusses the features of the PC Attendant console that apply to the
Administrator. The Administrator can add and delete user buttons and set certain
codes. Most of the settings should not be changed, so a password may be required to
access them.

220 PC ATTENDANT 220
Console Features Directory Messages Yiew {38 Help
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Administration

Password

Password

A password is optional to modify all setup codes for the console. For security reasons,
we recommend that you set a password so that changes are not accidentally made.

1

From the Menu Bar,
select Setup, then
select Settings.

Enter the password, if
required.

Select the OK button
after entering your
password.

0 Tochangethe password

1

From the Menu Bar,
select Setup, then
select Settings.

If thereisan existing
password, you must
enter that, then select
OK.

Select the Change
button and enter your
new password.

Select the second box
and enter the
password again.

=] Console Settings Password

Login Password:
[ change |

Help |

The cursor isin the password entry box when a
password isrequired. If not required, the OK buttonis
highlighted.

The Setup Parameters menu appears.

The password can be changed from the Password
dialog box.

A new dialog box appears requesting your new
password and a confirmation box to ensure it was
entered correctly.

A second entry is requested to ensure the code was
entered correctly.
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Console Settings Options

4, Selectthe OK button | All future entry into Setup requires entering this
when done. password. Please remember the code.

Console Settings Options

The following features can be turned ON or OFF in the Console Settings dialog box:

Automatic Dialing

Calls can be automatically transferred to the station that has an exact match in the
directory. When the console originates a call, this feature causes the station to be
dialed upon getting a match. When not marked, calls pause to display the directory
information. The attendant needsto press another key to complete the call.

Activate On Incoming

When active and using another application, the PC Attendant Console automatically
switches back to Attendant Console mode to handle aringing call. If inactive, you can
switch back using Windows PC operation (i.e., Al t +Tab to switch between
applications).

Multiple Attendants

When set, this allows multiple attendant operation by activating the Position Busy
function. This should be OFF for single attendant operation to avoid the chance of
putting the console in Position Busy without having a backup console to answer the
cals.

Automatic Hold

Automatic Hold determines whether the console automatically putsthe current call on
hold and answers the next incoming call when you use the Answer key. When
checked, it functions as Automatic Hold.
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Console Settings Options

ANI Display On

When set, the Caller ID and Automatic Night Identification (ANI) information is
displayed.

Default Transfer

When set, calls by default, transfer and rel ease when you press Ent er . When OFF, on
conference calls, you must wait for a station response, then the operator must press
Rel ease.

Changing Console Settings

The name you enter (maximum of 16 characters) uploads into the Strata DK System
and displays on all display phones when they call your position.

1. From the Menu Bar,
%IeCt Setup and then @ Change Station User Mame
wtl ngS Door Phone Button Labels

@ st Door Unlock Buttan Labels

2- Enter a paSSNOI‘d |f [s] Paging Bulton Labels

Printer Setup
needed.
Help
3. From the Console
. . Console Name:
Settings dialog box, e RS
you Car]: - E VM Pilot DN: 212
g ;M nuuﬁrar}x- ,—
I
3

ul "
BLF Relfresh Rate:

Account Code Length:  [g

MW/FL

Call Fwd Cade: |

MW Code:

Save | Close | Help
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Console Settings Options

The name you enter (max. of 16 characters) uploads
into the Strata DK System and displays on all display
phones when they call your position.

Enter the console
name.

Toggle settings ON
withan “X” or OFF
(blank).

Turn Default Transfer
ON if you want all

transfersto gototheir
destination without a
voice announcement.

Set the Busy Lamp
Field (BLF) refresh
rate (in seconds) for

This setting affects how often the hundreds group
display is updated to show the status (busy/idle) of
Directory Numbersin the Strata DK System.

each hundreds group. The possible settings are 2~9 seconds and a blank

setting. When blank, the last hundreds group is the
only one used for updates. Thisis used for

mai ntenance operations when too many activities are
expected in the Strata DK System.

Valid entries: 4~15 (digits). Default: 6. This should
match system programming (Program 60-4). Please
contact your service representative before changing.

Select the Account
Code Length box and
enter the number of
digitsfor vaid
Account Codes.

Set an Account Code Length

Account Code length determines the minimum length of the Account Codes before
the system accepts the code entered for billing, tracking, and line restriction.

Assign a [DN] for Voice Mail and Quick Messages

This defines your company’s Voice Mail Pilot [DN] and the voice mail system’s prefix
code for leaving quick messages. The PC Attendant uses these codes along with the
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CO Line Names

mailbox number found in the directory to call the Voice Mail system send the prefix
for leaving a message followed by the mailbox number to open a specific mailbox.

0 Toassign a[DN] for Voice Mail and Quick M essages
1. From the Console Settings dialog box, select the VM Pilot DN box.
2. Enter the main [DN] for calling the Voice Mail System.

3. Seect the VM Box Prefix box and enter the code used by your Voice Mail system
to leave a quick message.

Storing Voice Mail ID codes

These codes are the VM D codes used by the Strata DK System (I #656 and
| #657) to automatically forward and retrieve messages from the Voice Mail system.

O TostoreVoice Mail ID codes

1. From the Console Settings dialog box, select the Call Fwd Code box and enter the
Voice Mail ID code for forwarding unanswered calls to your mailbox.

2. Select the MW Code box and enter the code for retrieving your messages.

CO Line Names

You can customize the names of lines and line groups as described below. Line Group
Names are displayed on the Lines dialog as the Incoming Call type.

Changing CO Line and Line Group Names

You can customize the names of lines and line groups as they appear on the PC
Attendant Console list. You can also select aparticular CO line or trunk group as the
default selection for outbound calls.

When you change the name of the lines or line groups on the console, it does not
change the names in the DK System. Thus, nhames that appear on the LCD displays
and in the console's Active Call Window are not changed. The names show whenever
lines are selected from the console and Line Group names appear as the call typein
the Incoming Call area.
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0 TochangeCO lineand line group hames

1. From the menu bar,
select Setup,

= System Settings

Settings... and OK to
access the System
Settings dialog box.

Console Settings

Default Line Settings

User Button Settings

System Code Settings

Change Station User Name
Door Phone Button Labels
Door Unlock Button Labels

Paging Button Labels

EEE ] )
BEEEEE

Then select Default
Line Settings.

Answer Prompt

Printer Setup

2. FromtheLines
dialog box, highlight
theLineor Line
Group to be changed.

3. Sdect the

i i
corresponding edit o o -
box and enter a new [ Growp 3 Lo |

e 1 ] || [07 e Grow 1
name. 002 Line 2 ]| | |02 Line Group 2
003 Line 3 i p 3
004 Line 4
005 Line 5
006 Line &
007 Line 7
008 Line &
009 Line 9
10 Line 10 [5] || |10 Line Group 10 o

% Use by Default % Use by Default

4. Repeat for al linesor
line groups that
change names.
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Setting a Default Line or Line Group

Oneline and one line group can be set as the default for atransfer or outgoing call
attempt. This allows quick selection of aline when making calls. For example, if atie
line group is the default selection, then whenever a Directory entry with a“G” prefix
is found, then atrunk-to-trunk connection isinitiated using the default trunk group
unless the attendant chooses another group or specific line.

0 To Set aDefault Lineor Line Group
1. From the System Settings dialog box, select Default Line Settings.

2. From the Lines dialog box, highlight the Line or Line Group to be changed.
3. Sdlect the corresponding Use by Default to mark the setting.

User Buttons

This section discusses the procedures to name and assign user buttons. You can
program the 16 user buttons that display on the Main Screen with a variety of feature
assignments, trunk access, or as Incoming Call keys.

A default set of button definitions are available to make the salection of User Buttons
easier. These include many of the commonly used features.

0 Tochangeuser buttons

1. From the System
Settings dialog box, :
select User Buttons.

o T o]
o _J[soveten]| I | I | ] Emes Pesd
[Hs Contor] [ Upd Status || Take Note || DentSeleot]| PageAlEst ]| Call Pickup | Pickup 6rp | Acet Gode |
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2. Fromthe User A default button exists to allow all buttons to be
Buttonsdiaog, select | assigned to a preset standard.
the button to be
changed.

3. Selecteither Autodial
or Feature to change
the button.

4. Enter afeature code
for thelist by
selecting from the
pull down list or
selecting the Digits
box and entering a
number.

5. Select Label to
change, if necessary.

6. Select the next button
to change and repeat
the process.

7. Sdect the OK button
when all changes
have been made.

O Toclear user buttons

1. From the System E
Settings dialog box,
select User Buttons.
g E
- —
[ | ] I I I JEmrraPocd
[Meg Conter] [Upd Status || Take Note || DeptS clect | PagenliExt || Call Piokup| | Fickup G| Acct Cade |
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2. From the User A default button exists to allow all buttons to be
Buttons dialog box, assigned to a preset standard.
select the button to be
changed.
Select Autodial.

4, Deletethe Label.

System Codes

The Strata DK System has several system user codes that require administration from
time to time. These codes can be changed, but the system does not alow them to be

displayed for protection.

CAUTION! All changesto system codes download to the Srata DK.

DISA Security Code

CAUTION! If the DISA Security Codeis canceled, outgoing access of CO lines
on DISA calls are allowed without the security code.
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O Toenter aStrata DK System code

1. From the Menu Bar,
select Setup,
Settings..., Console
Settings and enter
password (optional).

2. From the System
Settings dialog box,
select System Code
Settings.

3. Fromthe System
Codes dialog box,
select the DISA Code
box.

4. Enter the new DK The DISA security code can be 1~15 digits
System code and
select the OK button.
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Traveling Class Code
The DK System has eight Traveling Class Codes that can be changed by the System

Administrator.
1. Select Setup, _
Settings...,and OK in
the Conwle wtl ngs Console Settings % Change Station User Name
- Default Line Settings [D] Door Phone Buttan Labels
PaSS\/VOfd dl al Og bOX' @ User Button Settings Doar Unlack Button Labels
System Code Settings Paging Button Labels
Answer Prompt Printer Setup
2. Fromthe System
%ttl ngS dl al Og bOX, DISA Security Code: ,—
%I &t ng] Code Traveling Class Codes———————————————  Veiified A:;:unl Codes——
Settings. | ——
2 e e[ B
(. .
Close. | Help

3. Select the Traveling
Class Codeto be
changed.

4. Enter the new code
and select the OK
button to change the
code in the DK
System.
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5. Repeat Steps 1~3
above for another
code.

6. Enter each code one
at atime. Pressthe
OK button after each
code.

Toll Restriction Override Codes

The Strata DK System has two Toll Restriction Override Codes that can be changed
by the System Administrator.

0 TochangeaToll Restriction Override Code
1. From the System Settings dialog box, select System Code Settings.
2. Select the Toll Restriction Override Code to be changed.

3. Enter the new code and select the OK button to change the code in the Strata DK
System.

4. Repeat Steps 1~3 above for the second Toll Restriction Override Code.

Verified Account Codes

The Strata DK System allows up to 300 verified account codes (except the RCTUE/F
processor, which allows up to 500); however, only the first 300 codes can be changed
by the System Administrator. Each code (numbered 000~299) is set in System
Programming and can be from 4 to 15 digitsin length. The number of verified digits
can be less than the number of digits required to be entered by the system.

For example, the system can be set for six-digit account codes with only the first four
digits verified, thus the verified account codes are entered as four digits and the user
must dial six beforethe call proceeds. Thelast two digitsallow for an individual break
out of the accounting code such as customer number is four digits with atwo digit
type of charge to that customer.
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0 Tochangea Verified Account Code
1. From the System Settings dialog box, select System Code Settings.
2. Select the Verified Account Code to be changed.

3. Enter the new code and select the OK button to change the code in the Strata DK
System.

4, Repeat Steps 1~3 above for another Verified Account Code.

Answer Prompts

Answer Prompts help you identify outside calls. You can write your own answer
prompts for CO lines or Dialed Number Identification Service (DNIS) humbers.
When acall comesin on one of those lines, the Answer Prompt appears in the Notes
Field in the center of the main screen.

0 Tocreatean Answer Prompt
1. Write the prompt.
2. Link the prompt to the CO line or DNIS number that it should be identified with.

O Towritean Answer Prompt

1. Fromthe System - snsuer Prmpts
Settings dialog box O s
g g 1 ATTD CONSOLE Brian's Office.

CALL FOR SALES Nancy's Difice.

%I eCt A nsvver COMPANT CALL Thank You for calling Toshiba America Informati
DNIS CALL Thank you for calling Toshiba's League of Distir
DNIS FOR BOB

Prom t DNIS FOR BRIAN

. DNIS FOR JOHN
DNIS FOR MARY
DNIS FOR NANCY
PRIV CALL NANCY
PRIV CALL T0 PAT
SALES PROMO
DNIS Text
Default DNIS Prompt Text:
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2. Fromthe Answer
Prompt dialog, select
the Prompts button.

3. Select the New
button.

4, Typeinanew prompt
message in the
Prompt box.

5. Select the New
button again to enter
another prompt or
OK to save those
entered.

DNIS Prompts

Administration
Answer Prompts

= Answer Prompt List

Prompt: T3 I
Brian's Office.
ranel Lt [t ]

Nancy's Office.
Thank You for calling Toshiba America Information Systems, Teleco
Thank you for calling Toshiba's League of Distinction.

Hew Delete I

Answer prompts can be up to 110 characters. The
number of charactersthat display depends upon where
lines break and wrap onto the next line.

The Strata DK System sends the console a DNIS Name Tag to identify the dialed
number service. The console uses this tag to link an answering prompt for the
attendant when answering this type of call. The Name Tags entered need to match
those entered into the Strata DK System by your service representative in Program 71-
5 so that the answering prompt is correctly displayed for each type of call.
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O TowriteaDNISAnswer Prompt

1. From the System
Settings dialog box, Do
select Answer
Prompt. ATTD CONSOLE [+]
]
2. SelecttheDNIS DS CALL [ e ]
Text... button. DNIS FOR BRIAN
B L
DHI5S FOR NANCY
PRIV CALL BRIAN
PRIV CALL NANCY
PRIV CALL TO PAT [+]
3. Fromthe DNIS Text
dialog box, select the
Add button.
4. Typeinthe Name
Tag as entered in
Strata DK System
system programming.
5. Select the Add button
to enter another
prompt or the OK
button to save those
entered.
O Todelete Answer Prompts
1. Fromthe System Any prompt can be deleted from the list by selecting it
Settings dialog box, first and then pressing the del ete button.
select Answer
Prompt.
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2. Sdect either the
Prompts or DNIS
Text button.

Prompt List:

3. Highlight the prompt
toremovefromalist
of Prompts.

4. Select the Delete
button.

5. Repeat as necessary
or select the OK
button to return to
Answer Prompts
dialog box.

O Tolink Answer Promptsto CO linesor DNIS numbers

Answer prompts must be linked ot a CO line or DNIS number to work. See previous
pages for instructions on writing answer prompts.

1. Fromthe Menu Bar,
select Setup, Settings. e :

2. From the System E Cancel
Settings dialog box, e —
select Answer Lo —
Prompt. L —

3. From the Answer DIS Text..

Prompts dialog box,
select the Line or
DNISradio buttonin
the upper left corner.

Default DNIS Frompt Text:
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4, Highlight theLineor | If apromptisalready linked to that line or number, it
DNISnameintheleft | will highlight.
box to be linked with
aprompt.

5. Intheright box, The highlighted CO Line or DNIS number islinked to
highlight the prompt | the selected prompt.
to be linked.

6. Repest to create as
many links as
required.

7. Select the OK button | Whenever that line (or DNIS) number receives a new
when done. incoming call, the appropriate prompt displaysin the
center of the console’s main screen.

O Toremove Answer Prompt links

1. From the Menu Bar,
select Setup, Settings,
OK.

2. From the System
Settings dialog box,
select Answer
Prompt.

3. Select the Prompts
button.

4. Select the prompt to
be deleted.

5. Select the Delete
button on the bottom
right of the dialog
box.
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Change Station User Name

Each telephone station in the Strata DK System can have a name associated with it
that appears on LCD display phones and the console screen. You can edit or add

telephone user names from the console.

1

From the System
Settings dialog box,
select Change Station
User Name.

Enter station number
for name change/
entry.

Select the Display
button to view the
current name in the
system.

Select the Modify
button to edit the
LCD name.

Enter the new name
or changetheexisting
name.

Select the Save
button.

LCD Mame: I

[ save |
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Door Phone Button Labels

All buttons used for Door Phones can be customized with the desired names as
needed. To provide an accelerator key for keyboard entry enter a‘&’ character
preceding the character to use as the quick access key. Example: Change Door Phone
1 can be changed to Warehouse by entering “ & Warehouse”.

Door Unlock Button Labels

All buttons used for Door Unlock can be customized with the desired names as
needed. To provide an accelerator key for keyboard entry, enter a“&” character
preceding the character to use as the quick access key. Example: Change Door 1 can
be changed to Front Gate by entering “Front & Gate”.

1. Fomthe System
Settings dialog box, Deto Name: [
select Door Phone ome [ __
Button Labels
Door Phone 1 Door Phone 4 Door Phone 7 Door Phone 10 |
:Of %IeCt Door [ DnmPhnne; [ Danhnne; Il Dnanhnne; |/m
Phone Unlock.

2. Select the Door
Phone button or Door
Unlock button to ane: [
Change_ Door Uniook

[ voowo |[ powi || poorz |[ rvowa || Dpowa |

3. Enter anew button
name.

4. Select another new
button and repeat, or
select the OK button
to save changes.
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Paging Button Labels

All buttons used for paging can be customized with the desired names as needed. To
provide an accelerator key for keyboard entry, enter a“&” character preceding the
character to use as the quick access key. Example: Change All Groups/Zones can be
changed to All Page by entering “All & Page”.

1. From the System or
Settings dialog box, Dot Names [
i
select Paging Button Mo [
Labels. I el =
IAIIErpszrme., /%

2. From the Paging L[ oo
Button Names dialog prowe | Comn |
box, select the Paging ::3 ::
button to change. Gowce | [omws |

3. Enter anew button
name.

4, Select another new
button and repeat, or
select the OK button
to save changes.
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Printer Setup

You will be using the printer for Attendant Console functions such as printing

M essage Center messages and daily Call Statistics. Use printer setup to specify the
printer settings (default printer, orientation, paper size, etc.). These settings apply to
all Windows print functions.

1. From the System B s ]
Settings dialog box, T
select Printer Setup. o T it m 51 =

2. From the Print Setup Tomarmiarn [
dialog box, select Crat | e [
either the Windows | TR

default printer or a
specific printer.

3. Selecttheorientation:
portrait or landscape.

4, Select the paper size
from the drop-down
menu.

5. Select paper source
from the drop-down
menu.

6. Select paper source
from the drop-down
menu.

7. (optional) To adjust
dithering and
darkness, select the
Options button, set
your preference, then
press the OK button.
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Windows Operations

The following table shows you how to perform various Windows operations using
your mouse or keyboard.

Windows Feature Mouse Keyboard
Context Help displaysHelp | Usethe Help button in the PressF1.
screens for the PC Diaog box.
Attendant item that you
selected.
Fast Switch to... displaysa PressAl t +Tab.
list of all open applications.
Size Command Drag the size bars at the Pressan Ar r owkey to
‘{ED displays afour- corners or edges of the move the pointer to the
headed arrow so window. border you want to move.

you can size the

active window with Pressan Arrowkey to

the arrow keys. After the move the border.

pointer changesto the four- Press Ent er when the

headed arrow: window isthe size you
want.

Thiscommand is
unavailableif you maximize
the window.
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Windows Feature

Move Command displays a
four-headed arrow so you

can move the active window
or dialog box with the arrow

keys.
Thiscommand is

unavailableif you maximize
the window.

Minimize reduces
w | the PC Attendant
window to an icon.

Maximize enlarges
4 || theactivewindow to

— fill the available
space.
Close the
active
window or
dialog box.

Mouse

Click the minimize icon on
the title bar.

Click the maximizeicon on
thetitle bar; or double-click
the title bar.

Double-click on thisicon or
choose the Close button.

Keyboard
PressCtr| +F7.

Press Al t +F9.

PressCt r | +F10 toenlarge
a document window.

PressCt r | +F4 to close a
document window

or...

Press Al t +F4 to close the
dialog box.
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Windows Controls

Several controls within Windows have an effect on the operation of the PC Attendant
Console. These controls are within the Main Program Group under the topic of
Control Panel.

Change the Screen Colors

The PC Attendant Consol e uses the color settings to determine the highlight, title bar
and text color of many parts of the program. Through Windows, you can choose a
color scheme that provides the type of contrast best suited to the user.

Setup Easy Application Switching

From the Windows Desktop, you can definethe Al t +Tab key combination to switch
between applications that are open on the desktop. You can also cursor blink rate and
whether a screen saver is used and the timer to invoke the screen saver.

Toshiba recommends using a screen saver to protect the video monitor. When calls
come into the PC Attendant when the screen saver remains ON, aringing indication
will be heard, but the screen saver is not removed until you pressakey or click the
mouse. Activate on Incoming does not affect the screen saver.

Change the Keyboard Repeat Speed

Two controls can be used on the keyboard, the first is the delay needed to hold a key
down before the character will repeat and the second is the speed of repetition once
the key repeats.

Change the Mouse Speed

Under the title Mouse, two settings affect the speed of the mouse and the speed of the
double-click needed to make a selection. If you are familiar with using amouse, these
settings should be appropriate and need not be changed. If the mouse is new to you,
Toshiba recommends each setting to be a slower speed for easier operation. Once you
gain experience with the mouse, you can use faster settings.
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O Tochange Windows Controls

1

Minimize the PC
Attendant console.

Switch to Program
Manager
(Al t +Tab).

From the Program
Manager, choose the
Control Panel.

From the Control
Panel, you can select
the following:

To change screen
colors, choose the
colorsicon. Then
select a color setting
from thelist

Toset Al t +Tab” so
that you can useit to
switch between
applications, from
Applications, select
enable “Fast

Al t +Tab” withan
“X". Then choose a
screen saver pattern
and delay time.

Cntrl + Escin
Windows 95.

The screen will show each window currently open
including the Program Manager.

A dialog box showing the current color settings and
samples of other colors.

A number of settings are possible within the desktop
control. Only two affect the PC Attendant.

This brings up the Windows 95 TaskBar.
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To set the keyboard Two speed settings are possible using slide controls.
repetition rate, from | This controls the rate of change for the Vol Up/ Dn

the Control Panel, keys. The slower the repetition, the easier itisto
choosethe Keyboard, | distinguish the level change.
Choose the Delay Thisrate also affects how fast you scroll through lists,

before Repeat and such asthe directory, when using the Ar r ow keys.

Repeat Rate speed

desired.

Toshiba recommends starting at mid-points of each
setting and adjusting later as needed.

To changethemouse | Two speed settings are possible using a slide control.
tracking and click Slower operation is for beginning users while faster
speeds, choose the tracking and double-click speeds are for experienced
Tracking and double- | Users. The control buttons can be changed for left-
click the desired handed mouse users.

speed.

5. Select the OK button.

Important!

This version of the Srata DK system PC Attendant Consoleis also
compatible with Windows 95. After the PC Attendant Consoleis
installed in Windows 95, you can find your old program groups by
clicking the Sart button (formally Program Manager) and then
selecting Programs. Your groups appear as folders. To managefilesin
Windows 95, click the Sart button, select Programs, and then click
Windows Explorer (formally File Manager). Your directories appear as
folders.

125



Appendix
Windows Controls

126 Strata DK PC Attendant Console  5/00



Index

A

account code, 103

activecall area, 3,9

answer prompts, 112
delete, 114

automatic night transfer, 16

B

background music, 19
Basic, 29
BGM, 19
buttons
dial, 43
user, 106

C

call forward fixed, 23
call statistics, 96
console D area, 4
console overflow, 18
console screen
activecall area, 9
console D area, 3
console settings, 101

D

date and time, 26
dial button, 43
directory
change settings, 78
entries, 76
icons, 3
settings, 78
directory icons, 3
DISA Security Code, 108
settings
voice mail, 103
DNIS prompts, 113
door phone button labels, 118
door unlock button labels, 118
DSS/BLF station directory, 3

E

external call forward, 22

F

featureicons, 3
feature toolbar

console control icons, 3
function keys
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H~S

F1 Help, 3

F11 Vol ume Up, 3
F12 Vol une Down, 3
F2~F9, 3

H

handset volume, 27

help
on-line PC attendant help, 12
windows, 12

I
incoming call display, 3,9

K

keyboard
#, 2
Answer | ncom ng, 2
Answer / Hol d, 2
navigation, 11
numeric keypad, 2
Rel ease, 2

keyboard repeat speed, 123

L

line group restrictions, 24
line/line group, set default, 106
loop-hold display, 3, 10

M

menu bar, 3,4
messaging icons, 3
mouse navigation, 12
mouse speed, 123

N

navigation
keyboard, 11
mouse, 12

night transfer, 14

P

paging button labels, 119
password, 100

position busy, 17

print call statistics, 98
printer setup, 120
privacy feature, 19
privacy release, 20

R

ringer volume, 27

S

select, 35

settings
account code, 103
answer prompts, 112
console, 101
default line names, 104
directory settings, 78
DISA security code, 108
line or line group, default, 106
paging button labels, 119
password, 100
store voice mail codes, 104
traveling class code, 110
user buttons, 106
verified account codes, 111
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T~W

special function keys
Conf/ Trns, 2
Dial, 2
Join, 2
Split/Switch, 2
Tone, 2

status bar, 3,9

sup hold soft key, 56

T

timed reminders, 25

toll restriction override code, 111
toolbar, 96

traveling class code, 110

U
user buttons, 3, 106

Vv

verified account codes, 111
view menu, 95

call statistics, 96
voice mail, 103, 104
voice mail ID codes, 104
volume control, 27

wW

windows, 121
application switching, 123
change colors, 123
keyboard repeat speed, 123
mouse speed, 123
Windows 95, 125
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