Omni Admin User Guide

Set telephone system date and time

From the Advanced handset
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Receiver Down

Press the right hand arrow on oval navigator key 

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display
You have then entered the programming screen

Press the key underneath ‘Clock’ in the display

This will then display current date and time

Use the < and > arrows in the screen to move the cursor

Re-enter the time using the numeric keypad

Press ‘OK’ in the display

Press the release key            [image: image2.wmf]to exit programming mode

To programme system speed dials

From the Advanced handset

Receiver Down

Press the right hand arrow on oval navigator key

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display

You have then entered the programming screen
Press the key underneath ‘Comspd’ in the display

It will show the first entry as 7000

Press modify to enter or amend exisitng name or tel number

Press next to scroll through

Press right hand arrow and it will show Goto or new

Goto will let you go to a specific entry, new will take you to the next available space

To change extension names / reset user password (For voice mail and locking the handset)
From the Advanced handset

Receiver Down

Press the right hand arrow on oval navigator key

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display
You have then entered the programming screen
Press the key underneath ‘Subscr’ in the display

Enter extension number you want to modify

Press the key underneath ‘Name’ in the display

You can then clear and re-enter the name using the qwerty keypad

Or press the key underneath ‘Pwdres’ and OK (This will make the extn’s green light flash and you can then 

re-enter a new password)

To Re-Record, listen to Auto-attendant message

From the Advanced handset

Receiver Down

Press the right hand arrow on oval navigator key

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display

Press the key underneath ‘Expert’ in the display

Press the right hand arrow on oval navigator key

Press the key underneath ‘VMU’ in the display 

Press the key underneath ‘AutoAt’ in the display 

Choose Day/Night/Gdbye Greeting

You can then choose to listen or record the Company Greeting (“Welcome to South West Telecoms”)

If you want to record the Main Menu, press next and Main Menu will appear in the display and you can then choose to listen or record (e.g. Press 1 for Sales etc)

(If customer is using Sub Menu, Press Next in display and it will show Sub Menu 1, customer can then choose Listen, record as before)

To Re-Record Info Message (Information mailbox accessible from an option in the Auto Attendant only)
From the Advanced handset

Receiver Down

Press the right hand arrow on oval navigator key

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display

Press the key underneath ‘Expert’ in the display

Press the right hand arrow on oval navigator key

Press the key underneath ‘VMU’ in the display

Press the right hand arrow on oval navigator key

Press key underneath ‘Infmsg’
Display will show 01/50 (One of 50)

Press Next key in display to select Info message required, Press ‘OK’ in display

Select  Record, display will show “Ready to record”

Lift receiver, Press Record

Say new message into receiver, Press Stop in display, Press ‘OK’ to save

To record the General Mailbox (Normally used for night company mailbox)

From the Advanced handset

Receiver Down

Press the right hand arrow on oval navigator key

Press the key underneath ‘Operat’ in the display

The display will ask you to enter a password, please enter 19541954 or press password key, press ‘OK’ in display

Press the key underneath ‘Expert’ in the display

Press the right hand arrow on oval navigator key

Press the key underneath ‘VMU’ in the display

Press the key underneath ‘Galmbx’
Then you can choose to listen or record, if you press Record it will say “Ready to record” and you need to press Record and record message into the handset, then press stop to end recording and ‘OK’ to save

Retrieve General Mailbox messages

From the Advanced handset

Receiver Down

Press the ‘Mail’ key

Press the key underneath ‘GalMbx’ in the display

Display will prompt you to enter ‘Op Password’ – Press programmed ‘Password’ key or dial 19541954

Display shows number of new and old messages, press ‘Msg’ key

Display shows Tel number of caller or unknown if witheld, date and time of call

Press ‘Play’ to play messages / ‘Clear’ to erase message / > ‘Copy’ to forward to another mailbox user

Press the release key to exit
Record Pre-announcement message (A holding message if all operators busy)

From the Advanced handset

Receiver Down

Press the right hand arrow on the oval navigator key

Press the key underneath ‘Operat’ in the display

The screen will prompt you to enter a password, please enter 19541954 or press your Password key

Press the key underneath ‘OK’ in the display

Press the key underneath ‘Expert’ in the display

Press the key underneath ‘Voice’ in the display

Press the key underneath ‘MOH’ in the display

Press the key underneath ‘Record’ in the display. The screen will say ‘Ready to Record’

Lift the receiver

Press the key underneath ‘Record’ in the display

Record your message

Press the key underneath ‘Stop’ in the display

Then select Listen to listen or ‘OK’ to save recording
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