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AST NETWORKS ERGOLINE D330 / D325 
Quick Reference Guide
Changing the contrast of your display
•
Press and hold down the Shift key
•
Whilst holding down the Shift key, press the + or - keys to adjust the contrast
•
When you are satisfied with the contrast, release the Shift key
Changing the ringer melody on your phone
•
Press the Options key
•
Scroll down to Features
•
Press OK
•
Scroll down to Setphone
•
Press OK
•
Scroll down to Set Ringer
•
Press OK
•
Scroll down to Melody
•
Press OK
•
Select melody by pressing keys 0-9 and * or #
•
Press OK
•
Press the Exit key
Adjusting the ringer volume on your phone
•
Press the Options key
•
Scroll down to Features
•
Press OK
•
Scroll down to Setphone
•
Press OK
•
Scroll down to Set Ringer
•
Press OK
•
Press Ok at Set Volume
•
Use + and - keys to increase or decrease the volume
•
Press OK when at the desired volume
•
Press the Exit key
Directory
How to add a name to the directory (100 Names with telephone numbers ^internal or external numbers )
•
Press the Options key
•
Press OK at Directory
•
Press the Options key
•
Press OK to Add a directory entry
•
Type in Name
•
Press OK
•
Type in Extension Number or External Number (if external, type in 0 for a line,

followed by the number)
•
Press OK
•
Press the Exit key
How to dial from the directory
•
Press the Options key
•
Press OK at Directory
•
Type in the first letter of the name you are looking for
•
Scroll down to find name (if necessary)
•
When the name appears on display, press Ok
•
The telephone number will appear, press Ok to dial
How to edit a name or number in the directory
•
Press the Options key
•
Press OK at Directory
•
Type in the first letter of the Name you want to edit
•
Scroll to the Name if necessary
•
When the name appears on the display, press the Options key
•
Press OK to modify the entry
•
Modify the name
•
Press OK
•
Modify the number
•
Press OK
•
Press the Exit key

How to remove a name from the directory
•
Press the Options key
•
Press OK at Directory
•
Type in the first letter of the Name you want to remove / delete
•
Scroll to the Name if necessary
•
When the name appears on the display, press OK
•
The telephone number will appear on the display
•
Press the options key
•
Scroll to Remove Entry, press OK
•
Press the Exit key
Memory Keys (Blue Keys)
How to program a memory key for Speed Dial (Outside Numbers)
•
Press the Options key
•
Scroll down to Keys
•
Press OK
•
Press the Memory Key or Shift (second level) and the Memory Key
•
Press OK on Speed Dial Number
•
Type in the number (if external, type in a 0 for a line)
•
Press OK to save
•
Press the Exit key
How to dial using a memory key
•     Lift the handset or press the loudspeaker key
•    Press the programmed memory key or Shift and the programmed memory key
How to program a memory key to monitor the status of an (Extension ) You can see when the extension is busy or ringing
•
Press the Options key
•
Scroll down to Keys
•
Press OK
•
Press the memory key you want to program on
•
Scroll to Group Facilities
•
Press OK
•
Scroll to Group Facilities again
•
Press OK
•
Key in the extension number
•
Press OK
•
Press OK
•
Press the Exit key
How to display what is programmed on a memory key (Blue keys)
•
Press the Options key
•
Scroll down to Keys
•
Press OK
•
Press the memory key or shift and the memory key
•
Scroll down to display what is programmed on that key (Info will display on screen)
•
Press the Exit key
How to delete a programmed Memory key (Blue keys)
•
Press the Options key
•
Scroll down to Keys
•
Press OK
•
Press the memory key or shift and the memory key
•
Press the Options key
•
Scroll down to Clear Key Content
•
Press OK
•
Press the Exit Key
(Please note:  If Clear Key Content is not displayed, it means that you cannot delete the information on that key as it was programmed from the system using a menu)
PLEASE NOTE: ON THE D325 (6 Blue Buttons only) TO ERASE A DIGIT OR LETTER,  PRESS THE OPTIONS KEY THEN OK
Operation
How to dial a number
•     Lift the handset or press the loudspeaker key
•     Dial the number (if external number, dial line access digit to obtain a line)
How to end a call
•     Replace the handset or press the loudspeaker key How to dial a number from the redial list
•
Press the redial key
•
Scroll to the number you want
•
Lift the handset or press the loudspeaker key
How to transfer a call
•
Whilst connected, press the R key
•
Dial the number you want to transfer the call to
•
Replace the handset
Displaying the callers list    The icon will flash on the right hand side   (Missed Calls)
•
Press the Options key
•
The word "callers" will be flashing
•
Press OK
•
Your screen will display the extension number, date and time of the missed call
•
Scroll down to see other missed calls (the system will hold the last 10 missed calls)
Calling someone from the callers list
•     To call the person from the callers list whose name is on the display,
•     Lift the handset or press the loudspeaker key
Removing callers from the callers list
•
To remove the person from the callers list whose name is on the display
•
Press the Options key
•
Press OK to remove
General
Using the Absent / Present Key •• Secretary
ABSENT
=           Secretary takes calls for the Executive
PRESENT         =           Executive answers own calls
•     Press the A/P Key
•     If the bosses Extension Light is ON, then the boss is marked absent
•     If the bosses Extension Light is OFF, then the boss is marked present
•     If the bosses Extension Light is OFF and you want to mark the extension absent, press the relevant extension key and the light will come on
•     If the bosses Extension Light is ON and you want to mark the extension present, press the relevant extension key and the light will go off
•     Press the A/P Key to Exit to Idle mode
To put a call on Hold (Park)
•     Whilst the caller is on the line, press the Hold key (wait for screen to say "Facility Registered") Replace your handset
•     The light will flash where the call is being held
•    You can now either make or receive another call
•     To retrieve the call on Hold, press the Hold key where the light is flashing
Using the Absent / Present Key: Executive (Boss)
ABSENT (LIGHT ON)
=           Secretary takes calls for the Executive
PRESENT (LIGHT OFF)           =           Executive answers own calls
On the bosses phone, the A/P key is a ON / OFF feature
•     Press the A/P Key and the light goes ON
•     Press the A/P Key again and the light goes OFF
Message Waiting Key (Voice Mail Messages)
•     If light is on, there are messages to be retrieved in your voice mail box
•     Once messages have been deleted from the voice mail box, the light will go off again
Using the Executive / Secretary set-up
•     Calls for the Secretary will ring on the actual instrument (no key / flashing light) - to answer the call, just list the handset or press the loudspeaker key
•     If the executive is marked absent so that the secretary answers the incoming calls, calls will come in on the Executives Line Key (first key)
•     To answer the call on the Line Key, press the key that is flashing and beeping
•     To transfer the call to the Executive, press the relevant Extension Key (second key)
•     Announce the call and replace the handset
•     If the Executive is not able to take the call, press R to return the call to you
•     If the Executive is marked present so that he / she answers their own calls, the incoming call will ring on the executives extension and will flash on the relevant extension key on the secretary's phone.   If the call is not answered, the secretary can press the flashing extension key to answer the call (there will be no beep on the extension key)
•     If the executive is marked absent so that the secretary answers the incoming calls, and the call is ringing in on the Executives Line Key, the executive can answer that call by pressing his /her Own Line Key on his phone, if he / she notices that the call is not being answered by the secretary
•     If the executive wants to call his secretary, he presses the relevant secretary key on his phone

To increase the beeps (soft rings) on your blue buttons
While your bosses button is beeping increase the volume by pressing the ••• button 

The date time is downloaded from the switchboard
