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Please follow these few steps to ensure that your new Greeting Suggestions: Using your Alcatel Phone
Analogue Phone is set up properly and conveys a
professional image to your Clients “Hi you've reached .................cccouvnenn. , I'm either on the

Setting up your Analogue Phone

Step 1:

Record a Greeting:

Dial *361 # to start

Recording, and recall to complete.

Step 2:

Call Forward Busy/No Answer to Voicemail:

Dial 49 4 #

Call Forward Immediately to Voicemail:
Dial 49 1 #

Cancel Call Forward
Dial 59

NB: # denotes Voicemail

phone or away from my desk, if you would like to leave a message,
please do so after the tone.

“Hi%/ou’ve reached .........ccccooeevvueeeeeeeiiiinn, , Itis Monday the
15'" of September and I'm out of the Office (in a meeting) until
1.30pm. Please leave a message after the tone and | will ring
you back as soon as possible. Thank you.

Messages

Retrieving a Message: Press *67
Deleting Messages: Press #1
Save/Skip Message: Press #2
Replay Message: Press #3

Outside Call:

Transferring Calls in Office:

Call Park: (Hold)

Retrieve Parked Call:

Call pick up:

Direct Call pick up:

Lift Handset. Dial
phone number.

While connected to an
outside line, press the
recall button, dial
extension number.
Announce call or hang
up to complete
transfer. To retrieve
outside line, press
recall again.

While connected to an
outside call, press recall
button and dial 601-619,
hang up

Dial parked number
(601-619)

Lift handset. Dial *1.

Lift handset. Dial *42
and the extension
number to pick up



