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ACTIVE VOICE SOFTWARE LICENSE AND HARDWARE SALES AGREEMENT

(LINGO)
1. License of Software.  Active Voice grants You a nonexclusive license to use the Software
solely to operate the Software in accordance with the Product manuals. This license will
terminate automatically if You use or permit the use of the Software in any manner not
permitted by this Agreement. In the event of such termination, You will immediately re-
turn to Active Voice or destroy all Software. You will not: (i) disassemble, reverse engineer,
decompile, or otherwise attempt to discover the source code to any Software except to the
extent expressly permitted by application of local copyright law whose exclusion is pre-
cluded (and then only subsequent to notice to Active Voice); (ii) translate, modify, or cre-
ate any derivative work of any Software; (iii) disclose, publish, sublicense, sell, lend, rent,
lease, or transfer any Software, except that You may transfer all (but no lesser portion) of
the Product to another person subject to this Agreement; (iv) copy or reproduce any Soft-
ware; or (v) operate any Software except in accordance with the Product manuals.

Sale of Hardware.  The Hardware is sold to You subject to the restrictions set forth in this
Agreement. You will use the Hardware only in accordance with applicable manuals and
other documentation furnished with the Hardware. You assume full responsibility for the
environment in which the Product is used or operated. You will not copy, reproduce, dis-
assemble, reverse engineer, or alter any Hardware.

Proprietary Rights.  The Package contains valuable patent, copyright, trade secret, trade-
mark, mask work, and other proprietary rights of Active Voice. Active Voice reserves all
such rights. No title to or ownership of the Software is transferred to You. You will not
infringe, and will take appropriate steps for the protection of, such rights. You will not
remove, obscure, or alter any notice of patent, copyright, mask work, trademark, trade
secret, or other proprietary rights relating to or appearing anywhere on any of the Pack-
age. Active Voice may at any time replace, modify, enhance, or otherwise change any of the
Package. You will not permit anyone else to do anything prohibited by this Agreement.

Active Voice shall indemnify and defend You against any claim that the Software infringes
any United States patent, United States copyright, or trade secret, provided that Active
Voice is given prompt notice of such claim and information, reasonable assistance, and
sole authority to defend or settle the claim. Active Voice may obtain the right to continue
using and licensing the Software, replace or modify the Software so that it becomes
noninfringing, or if such remedies are not reasonably available, to require return of the
Product and provide a prorated refund of the consideration paid for the returned Product
based on a three-year amortization period. Other than as set forth in this Section, Active
Voice shall have no liability to You arising out of or related to any allegation or determina-
tion that any of the Package infringes or constitutes wrongful use of any proprietary right.
Notwithstanding the above, Active Voice shall not be liable to You for any claim arising
from or based on the combination, operation, or use of any Software with equipment,
data, or programming not supplied by Active Voice, or arising from any alteration or modi-
fication of Active Voice Software.

Limited Warranties.  Active Voice warrants only that under normal use for a period of six
(6) months from the date of delivery by Active Voice or an Active Voice authorized dealer to
You (the “Warranty Period”), the unaltered Software and Hardware contained in this Prod-
uct will operate substantially as described in the Specifications. If any item of Software or
Hardware fails to operate substantially as described in the Specifications within the War-
ranty Period, Active Voice will use reasonable efforts to correct the noncompliance (e.g.,
by furnishing a modification or replacement); provided that (i) You return the item to-
gether with a copy of Your paid invoice to Active Voice (c/o Active Voice Customer Service
Representative at the Active Voice address set forth in the documentation included in this
Package) or to an authorized Active Voice dealer within six (6) months after this Product is
delivered to You by Active Voice or an authorized Active Voice dealer and (ii) Active Voice is
able to reproduce the noncompliance. If after the expenditure of such reasonable efforts
Active Voice is unable to correct the noncompliance, Active Voice may refund You an equi-
table portion of the compensation paid by You for this Product, in which event such re-
fund will be in full satisfaction of all Your claims relating to such noncompliance. If Active
Voice elects to provide a full refund (not to exceed the suggested retail price), upon the
date You receive notice of such election this license shall terminate and You must destroy
all copies of all or any portions of the Software and return any remaining Hardware to
Active Voice. No action for any breach of warranty may be commenced more than one
year following the expiration of such warranty.

YOU ASSUME FULL RESPONSIBILITY FOR THE SELECTION OF THE PRODUCT TO
ACHIEVE YOUR INTENDED PURPOSES, FOR THE PROPER INSTALLATION AND USE OF
THE PRODUCT AND FOR VERIFYING THE RESULTS OBTAINED FROM USE OF THE PROD-
UCT, ACTIVE VOICE MAKES NO REPRESENTATION, WARRANTY, OR OTHER TERM THAT
THE FUNCTIONS CONTAINED IN THE PRODUCT WILL MEET YOUR REQUIREMENTS,
OR THAT THE OPERATION OF THE PRODUCT WILL BE INTERRUPTION OR ERROR FREE.

TO THE FULL EXTENT PERMITTED BY LAW, ACTIVE VOICE EXPRESSLY DISCLAIMS ALL
OTHER WARRANTIES AND CONDITIONS, WHETHER ORAL OR WRITTEN, EXPRESS OR
IMPLIED, INCLUDING WITHOUT LIMITATION WARRANTIES OR CONDITIONS OF MER-
CHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, TITLE, OR NONINFRINGEMENT

AND THIS IS SO ACKNOWLEDGED BY YOU. EXCEPT AS EXPRESSLY SET FORTH HEREIN,
THE PRODUCT IS PROVIDED “AS IS.” ALL WARRANTIES AND CONDITIONS SHALL TER-
MINATE SIX MONTHS FROM DATE OF DELIVERY OF THE PRODUCT TO YOU.

Some jurisdictions do not allow limitations on how long an implied warranty or condition
lasts, so the above limitation may not apply to You. THIS LIMITED WARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS AND YOU MAY HAVE OTHER RIGHTS WHICH VARY FROM JU-
RISDICTION TO JURISDICTION (for example, in the United Kingdom, if You are a con-
sumer acquiring the Product otherwise than in the course of a business in which case and
to that extent Your statutory rights are not affected).

IMPORTANT NOTE: Nothing in this Agreement is intended or shall be construed as ex-
cluding or modifying any statutory rights, warranties, or conditions which are applicable
to this Agreement or the Product, and which by virtue of any national or state Fair Trading,
Trade Practices, or other consumer legislation may not be modified or excluded. If per-
mitted by such legislation, however, Active Voice’s liability for any breach of any such war-
ranty or condition shall be and is hereby limited to either: (a) the supply of a new copy of
the Product; or (b) the correction of any defect in such Product as Active Voice at its sole
discretion may determine to be necessary to correct the defect.

Exclusive Remedy.  EXCEPT AS OTHERWISE PROVIDED HEREIN, YOUR EXCLUSIVE REM-
EDY AND ACTIVE VOICE’S ENTIRE LIABILITY ARISING FROM OR IN CONNECTION WITH
THE PRODUCT AND/OR THIS LICENSE (INCLUDING WITHOUT LIMITATION FOR
BREACH OF WARRANTY, CONDITION, OR NONINFRINGEMENT) SHALL BE REFUND
OF COMPENSATION PAID BY YOU FOR THE PRODUCT (BUT NOT TO EXCEED THE SUG-
GESTED RETAIL PRICE) OR, AT ACTIVE VOICE’S OPTION, REPLACEMENT OF THE PROD-
UCT.

Limitations of Liability.  IN NO EVENT WILL ACTIVE VOICE BE LIABLE TO YOU FOR ANY
INDIRECT, INCIDENTAL, CONSEQUENTIAL, SPECIAL, OR EXEMPLARY DAMAGES, ARIS-
ING OUT OF OR IN CONNECTION WITH YOUR USE OR INABILITY TO USE THE PROD-
UCT, THE BREACH OF ANY EXPRESS OR IMPLIED WARRANTY OR CONDITION, OR OTH-
ERWISE IN CONNECTION WITH THE PRODUCT AND/OR THIS LICENSE EVEN IF AC-
TIVE VOICE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. Some juris-
dictions do not allow limitation or exclusion of incidental or consequential damages, so
that above limitation or exclusion may not apply to You to the extent that liability is by law
incapable of exclusion or restriction. IN NO EVENT SHALL ACTIVE VOICE’S TOTAL LI-
ABILITY FOR ANY DAMAGES, DIRECT OR INDIRECT, IN CONNECTION WITH THE PROD-
UCT AND/OR THIS LICENSE EXCEED THE COMPENSATION PAID BY YOU FOR THE
PRODUCT (BUT NOT TO EXCEED THE SUGGESTED RETAIL PRICE) WHETHER SUCH
LIABILITY ARISES FROM ANY CLAIM BASED UPON CONTRACT, WARRANTY, TORT, OR
OTHERWISE.

Allocation of Risk.  Provisions of this Agreement such as the warranty limitations, exclu-
sive remedies, and limitations of liability are unrelated, independent allocations of risks
between You and Active Voice. Unenforceability of any such allocations shall not affect the
enforceability of other such allocations. If any part of this agreement is held to be unen-
forceable, it shall not affect any other part. If any part of this agreement is held to be unen-
forceable as written, it shall be enforced to the maximum extent allowed by applicable law.
Active Voice’s pricing reflects the allocations of risk contained in this Agreement.

U.S. Government Restricted Rights.  Use, duplication, or disclosure by the U.S. Govern-
ment is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Tech-
nical Data and Computer Software clause at DFARS 252.227-7013 and FAR 52.227-19. Con-
tractor is Active Voice Corporation, 2901 Third Ave., Seattle, Washington 98121.

Entire Agreement, Governing Law and Venue.  YOU AGREE THAT THIS AGREEMENT IS
THE COMPLETE, FINAL, AND EXCLUSIVE STATEMENT OF THE AGREEMENT BETWEEN
YOU AND ACTIVE VOICE AND SUPERSEDES ANY PROPOSAL OR PRIOR AGREEMENT
OR ANY OTHER COMMUNICATIONS RELATING TO THE USE OF THE PRODUCT. No
amendment, modification, or waiver of this Agreement will be valid unless set forth in a
written instrument signed by the party to be bound by it. This Agreement shall be gov-
erned by the internal laws of the State of Washington, United States of America, not in-
cluding the United Nations Convention on Contracts for the International Sale of Goods,
the application of which is expressly excluded. Exclusive venue in the event of any suit,
proceeding or claim shall be in the Courts located in King County, Washington unless in-
junctive relief is sought by Active Voice and in Active Voice’s judgment, may not be effec-
tive unless obtained in some other jurisdiction. If You have any questions regarding this
Agreement, You may contact Active Voice by writing to: Active Voice Corporation, 2901
Third Ave., Seattle, Washington 98121.

Definitions.  “Active Voice” means Active Voice Corporation, U.S.A. “You” means, and “Your”
refers to, any person or entity that acquires or uses this Product. “Hardware” means any
circuit card, computer board, cable, or similar item contained in the Active Voice box con-
taining this document (“Box”), but does not mean any installed Software. “Product” means
the Hardware with the installed Software. “Software” means: the object code version of
the computer programs installed by Active Voice on the Hardware; and any and all copies,
modifications, upgrades, enhancements, and new releases thereof made or acquired by
You. “Package” means the Product and any and all manuals and other printed materials
contained in this Box. “Specifications” means the Active Voice specifications for the Prod-
uct published as a part of the Package.

iii



VM/REMOTE  COMMUNICATION SOFTWARE  LICENSE

READ BEFORE OPENING THIS PACKAGE. THE SOFTWARE CONTAINED HEREIN IS LICENSED IN ACCORDANCE

WITH THE FOLLOWING TERMS AND CONDITIONS. OPENING THE PACKAGE INDICATES YOUR AGREEMENT TO

THESE TERMS AND CONDITIONS. IF YOU DO NOT AGREE TO ANY OF THEM, IMMEDIATELY RETURN THE PACK-
AGE UNOPENED FOR A REFUND.

LICENSE:

(a) Active Voice Corporation grants you a nonexclusive, nontransferable license to use the
enclosed VM/Remote software programs, and accompanying documentation, on one
computer machine.

You assume the entire responsibility for the selection and installation of the enclosed soft-
ware programs in order to achieve desired results.

(b) You may copy the VM/Remote software programs for back-up purposes only provided
that you reproduce and place Active Voice copyright notice on each backup copy.

NONPERMITTED USES:

(a) You may not use the enclosed program on more than one computer machine.

(b) You may not sub-license, assign, or transfer your rights under the agreement without
the prior written permission of Active Voice.

(c) You may not use, copy, alter, or transfer electronically or otherwise, the VM/Remote
software programs or documentation except as expressly allowed in this agreement.

(d) You may not translate, reverse program, disassemble, or decompile the VM/Remote
software programs.

TERM:

(a) This license agreement is effective from your date of purchase and shall remain in force
until terminated. You may terminate the license agreement by returning to Active Voice
the original diskette and all copies of the VM/Remote software programs. The agreement
is also terminated if you fail to comply with any term or condition of this agreement. You
agree to return to Active Voice the original diskette and all copies of VM/Remote software
program upon such termination.

WARRANTY:

(a) Active Voice warrants to you that the diskette on which the VM/Remote software pro-
grams is furnished is not defective under normal use for a period of ninety (90) days from
the date of purchase as evidenced by a copy of your sales receipt.

(b) Active Voice’s entire liability and your exclusive remedy shall be the replacement of any
diskette not meeting the warranty which is returned to Active Voice or an authorized dealer
together with a copy of your paid receipt. THE ABOVE IS THE ONLY WARRANTY OF ANY
KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR USE THAT IS
MADE BY ACTIVE VOICE ON THIS LICENSED SOFTWARE. In no event shall Active Voice
be liable to you or to any third party for consequential, special, indirect, or incidental
damages which you may incur as a result of using the licensed software, including but not
limited to loss of data or information of any kind which you may experience. This war-
ranty gives you specific legal rights and you may also have other rights which may vary
from state to state. This license agreement shall be governed by the internal laws of the
State of Washington, United States of America. Exclusive venue in the event of any suit,
proceeding or claim shall be in the Courts located King County, Washington unless injunc-
tive relief is sought by Active Voice and in Active Voice’s judgment, may not be effective
unless obtained in some other jurisdiction.

Active Voice Corporation
Seattle, Washington
U.S.A.

iv LINGO SYSTEM MANAGER’S GUIDE



v

Batteries

The battery compartment holds 8 AA,
alkaline batteries.

CAUTION    To Reduce the Risk of Fire or
Injury to Persons, Read and Follow these
Instructions.

A Use only the following type and size
batteries: 8 AA, alkaline batteries.

B Do not dispose of the batteries in a fire.
The cell may explode. Check with local
codes for possible special disposal
instructions.

C Do not open or mutilate the batteries.
Released electrolyte is corrosive and
may cause damage to the eyes or skin.
It may be toxic if swallowed.

D Exercise care in handling batteries in
order not to short the battery with
conducting materials such as rings,
bracelets, and keys. The battery or
conductor may overheat and cause
burns.

Fuses

Fuses in location F1 through F8 are rated at
.5 Amp, 125 Volts. Do not remove or replace
these fuses. Send unit back to manufacturer
for servicing.

Wall Mounting

The unit can be placed on any sturdy, flat
surface, or it can be wall-mounted using the
screw slots located on the bottom of the
unit. The wall-mount is preferred. Use four
6⁄32 by 1 in. long screws, with the applicable
wall anchors to mount unit to the wall.
Locate the unit so that the LEDs are not
blocked from view. If a console or PC will
be permanently connected, a screw-lock
connector is recommended.

IMPORTANT SAFETY INSTRUCTIONS
SAVE THESE INSTRUCTIONS



Canadian Regulations

Limitations Notice:

The Industry Canada label identifies
certificated equipment. This certification
means that the equipment meets certain
telecommunications network protective,
operational and safety requirements. The
Industry Canada label does not guarantee
the equipment will operate to the user’s
satisfaction.

Before installing this equipment, users
should ensure that it is permissible to be
connected to the facilities of the local
telecommunications company. The equip-
ment must also be installed using an
acceptable method of connection. The
customer should be aware that compliance
with the above conditions may not prevent
degradation of service in some situations.

Repairs to certified equipment should be
made by an authorized Canadian mainte-
nance facility designated by the supplier.
Any repairs or alterations made by the user
to this equipment, or equipment malfunc-
tions, may give the telecommunications
company cause to request the user to
disconnect the equipment.

The ringer equivalence number (REN) is
used to determine the quantity of devices
which may be connected to the telephone
line. Excessive REN’s on the telephone line
may result in the devices not ringing in
response to an incoming call. In most, but
not all systems the sum of all REN’s con-
nected to one line should not exceed 5.0.

Users should ensure for their own protec-
tion that the electrical ground connections
of the power utility, telephone lines and
internal metallic water pipe system, if
present are connected together. This
precaution may be particularly important
in rural areas.

Caution Users should not attempt to make
such connections themselves, but should
contact the appropriate electric inspection
authority, or electrician, as appropriate.

Interference Causing Emissions Notice:

This Class A digital apparatus meets all
requirements of the Canadian Interference-
Causing Equipment Regulations.

Cet appareil numérique de la classe A
respecte toutes les exigences du Règlement
sur le matériel brouilleur du Canada.
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FCC Registration Information

User’s responsibility

If a need arises in the future, the Telephone
company will call the user and request the
following information for any terminal
equipment being connected to the Public
Switched Telephone Network:

Information for this equipment:
Manufacturer: Active Voice Corporation
Model numbers: AV1200, AV1400
Registration number:

5CVUSA-31748-PX-T
Ringer equivalence: 0.4 A
Jack(s) which may be used with unit:

RJ-11

Registration

Note FCC registration does not constitute
an expressed or implied guarantee on
performance. Only the Manufacturer’s
Warranty set forth in this booklet covers
the performance of the unit.

Telephone company rights and
responsibilities

If your unit causes harm to the Telephone
Network, the Telephone company may
discontinue your service temporarily. If
possible, they will notify you in advance.
But, if advance notice is not practical, you
will be notified as soon as possible. You
will be given the opportunity to correct the
situation and you will be informed of your
right to file a complaint with the FCC.

Your Telephone company may make
changes in its facilities, equipment, opera-
tion, or procedures that could affect the
proper functioning of your unit. If they do,
you will be notified in advance to give you
an opportunity to maintain uninterrupted
service.

Repair instructions

If you experience trouble with the unit,
follow the procedure outlined below.

Determine whether the problem is your
unit. If the problem is in your unit, refer
to the following guidelines for obtaining
service:

• If the unit is covered by the
Manufacturer’s Warranty, follow the
procedure set forth in the Warranty
(Purchaser’s responsibility) for obtaining
repair or replacement of the unit.

• If the unit is no longer covered by the
Manufacturer’s Warranty, you may
return the unit to the Manufacturer for
repair or refurbishment. You will be
billed for any repairs. The
Manufacturer’s policy and procedure on
repair and refurbishment is available
upon request by writing to or calling:

Active Voice Corporation
2901 Third Ave.
Seattle, WA 98121
(206) 441-4700

Repair to this equipment can only be made
by the above Manufacturer and its autho-
rized agents, and by others who may be
authorized by the FCC.
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Welcome to Lingo

The Lingo™ system allows you to design
a voice mail and call handling system that
best meets the needs of your organization.

The voice messaging system is easy to use—
there are no confusing codes or special
commands to remember. You communicate
with the system entirely by touchtone
telephone. To use any of the system’s
features, you listen to the system conversa-
tion and respond to short instructions,
either by pressing 1 for Yes and 2 for No, or
by selecting menu choices.

The system conversations

All users of the voice messaging system—
the system manager, subscribers, and
people calling in to your organization—
communicate with the system through
system conversations. Different conversa-
tions are used for different parts of the
system:

• You hear the system manager’s conver-
sation when you are setting up and
maintaining your system.

• Subscribers hear the message conversa-
tion when checking messages in their
mailboxes.

• Subscribers hear the setup conversation
when changing setup options.

• External callers hear the opening
greeting conversation. 

See also
Using the system manager’s

conversation............................................. 4

System IDs

System managers and subscribers identify
themselves to Lingo with system IDs. When
you dial Lingo, it answers with your organi-
zation’s opening greeting. At this point, you
are an “external,” or unidentified, caller,
able to enter an extension, leave a message,
send a fax, use the directory, or choose
commands from menus. Lingo treats every
call as an external call until it hears a
system ID—either a valid personal ID
or the system manager’s password. 

Subscribers have personal IDs
Your personal ID identifies you to the
system and lets you use your mailbox.
Each subscriber has a unique personal
ID, which is formed by adding the num-
ber 9 to the beginning of the extension
number. For example, the personal ID
for extension 250 would be 9250.

Note If your organization uses easy
message access, subscribers can access
their mailboxes directly, instead of
hearing the opening greeting and
entering a personal ID. 

Because personal IDs are not private, each
subscriber should set a secret security code
to safeguard his or her mailbox. A sub-
scriber may change this security code
at any time.

The system manager’s password
The system manager’s password identi-
fies you as the system manager so you
can customize and maintain Lingo. 
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System manager responsibilities

As system manager, you are responsible for
the following tasks: 

• Helping the technician determine the
best way to set up your system

• Getting the people in your organization
started using the voice messaging
system by recording greetings and
training subscribers

• Maintaining the voice messaging system
on an ongoing basis

This guide gives you the information you
need to decide how best to use your system
and to perform each of these tasks quickly.
Each chapter covers one of the system man-
ager’s four main areas of responsibility.

“Planning your system” helps you decide
how you want your system to answer
incoming calls and helps you plan your
greetings and schedules.

“Setting up your system” explains the
parts of your system the technician has
set up and guides you through your part
of the setup.

“Training users” covers the points you
need to convey to your organization’s
operator and to all subscribers on the
voice messaging system.

“Maintaining your system” describes the
ongoing tasks you will perform to keep
your system running efficiently. It also
introduces menu keys, a powerful
feature that provides you with flexi-
bility in handling calls.
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Using the system manager’s conversation

As system manager, you use the system
manager’s conversation to add, delete,
and reset mailboxes; to change the opening
greeting message and system schedule; and
to perform other maintenance operations.

The system manager’s password

The system manager’s password identifies
you as system manager. This is different
from the personal ID and security code
that identify you as a subscriber. 

When the voice messaging system is first
installed, the system manager’s password
is 797647 (SYSMGR on lettered telephone
keypads). Change the password immedi-
ately, and protect your system by changing
your password regularly.

Using the system manager’s
conversation

You use the system manager’s conversation
to perform all of the setup and mainte-
nance of Lingo. Once you log in to the
conversation, you follow simple instruc-
tions, either by pressing 1 for Yes or 2 for No,
or by selecting choices from short menus. 

The system manager’s conversation dia-
gram shows the structure of the entire
system manager’s conversation. Before
accessing the conversation, it might be
useful to become familiar with the infor-
mation you must supply.

To log in to the system manager’s conversation

1 Call the extension for Lingo.

2 When you hear the opening greeting,
enter the system manager’s password. 

See also
Changing the system manager’s

password ................................................ 28
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System manager’s conversation

Mailbox
maintenance

Add a mailbox

Reset a
mailbox

Delete a
mailbox

USING THE SYSTEM MANAGER’S CONVERSATION

5

Message groups

4

Edit groups

Add or delete
a group
member

List group
members

Change a
group name

5

List groups

List groups

6

Greetings and menu keys

Opening
greeting

Change the
mode (day,
night, or
holiday)

Change the
opening
greeting

Menu keys

List the
currently
active menu
keys

Add, delete,
or change a
menu key

7

System schedule

Verify or change
the clock setting

Verify or change
the date setting

Change a schedule
range

8

System password

Change the system
manager’s password

9

Operator settings

Verify or change the
extension for oper-
ator calls

Verify or change the
extension for the
Operator mailbox

Verify or change the
fax settings

Review or rerecord
the operator
greetings

0

System
information

Verify the version
number, available
recording time,
time, date, and
current schedule
mode
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How the system handles calls

As part of the voice messaging system
installation, you must decide whether and
how you want to use the system’s auto-
mated attendant to answer incoming calls.
This determines how calls are distributed
between the voice messaging system and
the operator.

You may prefer to have the operator con-
tinue handling all incoming calls and use
Lingo primarily for its voice mail features.
Or you may want to use Lingo’s automated
attendant, which helps the operator answer
incoming calls and transfer calls to
extensions. 

What does the automated attendant
do?

The automated attendant acts as a recep-
tionist, answering and routing incoming
calls automatically. Callers hear an opening
greeting for your organization that gives
them instructions and options. For ex-
ample:

“Hello. Thank you for calling Omni Corpo-
ration. If you are calling from a touchtone
telephone, you may enter the extension at
any time. For sales, press 1. For product
information, press 2. To send a fax, press 3.
For a directory of extensions, enter 800.
Otherwise, please stay on the line and an
operator will be right with you.”
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Several features of Lingo can assist you in
handling incoming calls to meet your
organization’s needs.

Callers route themselves
Through the automated attendant,
external callers can reach a person
directly by dialing the extension number.
Using the directory assistance feature, a
caller who does not know the extension
number can spell the subscriber’s first or
last name, and the system routes the call
appropriately. When an extension does
not answer or is busy, the system auto-
matically routes the caller to the
subscriber’s voice mailbox.

Menu keys give quick access
The system’s menu keys let you
create simple menus that lead callers
to frequently requested extensions or
information. By entering a single digit,
callers go to a specified extension (“For
sales, press 1.”) or hear an audio mes-
sage (“For product information,
press 2.”). 

Operator assistance is always available
The voice messaging system does not
completely replace an operator. Callers
who need personal assistance can reach
the operator at any time by dialing 0.
Callers who do not respond during
the opening greeting, such as those
not using a touchtone telephone,
are transferred automatically to the
operator. 

HOW THE SYSTEM HANDLES CALLS

Note The system directory is automati-
cally set up during installation.  Sub-
scribers enter individual information
while enrolling.

Fax routing, detection, and
notification
If the system detects a fax tone when it
answers a call, it transfers the call to
your fax machine automatically. Callers
can also dial the fax extension during
the opening greeting, and, once con-
nected to the fax extension, send a fax
manually. This eliminates the need for a
separate fax telephone number and
dedicated outside line. The system can
even prompt fax callers to add a brief
voice mail message to describe their fax
and tell the operator who it is for. The
operator can then send this message to
the person’s voice mailbox as notifica-
tion that a fax is waiting.
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Deciding how to use the automated
attendant

Your technician needs to know if and how
you want to use the automated attendant
with your operator to handle outside calls.
If you will use the automated attendant,
will it be a private, secondary, or primary
attendant? Your choice tells the technician
how to connect your system. Note that your
technician can change this feature later, if
the needs of your organization change.

No automated attendant
Lingo is used for internal voice mail
only. The system is not connected to any
outside telephone lines. It is connected
as an extension on your telephone sys-
tem. Lingo is available only to internal
callers and callers transferred to it by the
operator. 

Private attendant
Lingo is reserved for subscribers only.
This makes the voice messaging system
available from outside the office to sub-
scribers and to selected clients, but
external callers cannot reach a voice
mailbox unless the operator transfers
them to it. 

HOW THE SYSTEM HANDLES CALLS
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Secondary attendant
Your operator answers most incoming
calls. Overflow calls are routed to Lingo
when the operator is busy or unavailable
(if supported by your telephone system).
Lingo also answers calls dialed directly
to the secondary telephone number. 

The point at which calls overflow to
Lingo depends on the number of lines
and the number of calls you receive.
Your technician can help you choose the
appropriate secondary line for the voice
messaging system.

HOW THE SYSTEM HANDLES CALLS

Primary attendant
Your main telephone lines are con-
nected directly to the voice messaging
system. The system answers most of
your incoming calls. Your operator helps
only those callers who need personal
assistance and takes overflow calls when
all Lingo ports are busy (if supported by
your telephone system). 
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Planning your opening greeting

The opening greeting plays to a caller when
the voice messaging system answers a call.
During the opening greeting, callers can
enter extension numbers, access the system
directory, or hold for assistance. So, you
must plan your opening greeting to tell
callers the options that are available to
them. 

Plan an opening greeting for business hours
(day greeting) as well as one for after busi-
ness hours (night greeting).

Note Record a new holiday greeting before
each holiday.

For best results, your greeting should
convey all the necessary information in the
least amount of time. You need to include:

• Your organization’s name

• How to reach an extension with a
touchtone telephone

• How to reach the operator

• How to send a fax

• How to reach the system directory

• An alternative method for callers who
want general information or who do not
have a touchtone telephone

See also
Recording your opening greeting .............. 24
Setting up your system schedule .............. 25
Maintaining Lingo ...................................... 42
Creating a special opening greeting

for holidays ............................................. 43
Using menu keys ........................................ 50
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Note Later you can incorporate instruc-
tions for using menu keys into your opening
greeting as well. For now, just make sure
that your opening greeting gives the basic
information needed to direct callers. After
you have planned and set up your menu
keys, be sure to rerecord your opening
greeting.

Explaining all of your information clearly
in the opening greeting requires careful
wording. “The opening greeting and the
system schedule” later in this chapter
suggests effective wording for day, night,
and holiday greetings.

T ip Write and practice your greeting before
recording it.

PLANNING YOUR OPENING GREETING
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The opening greeting and the system
schedule

Lingo answers a call with one of three
opening greetings, depending on the time
of day and your system schedule.

Day greeting:

Hello. Thank you for calling Omni Corporation. If you are calling from a touch-

tone telephone, you may enter the extension at any time. If you do not know the

extension, enter 800 for a directory. Otherwise, please stay on the line and an

operator will be right with you.

Night greeting:

Hello. Thank you for calling Omni Corporation. Our normal business hours are 8

A.M. to 5 P.M., Monday through Friday. If you are calling from a touchtone

telephone, you may enter the extension at any time. If you do not know the

extension, enter 800 for a directory. Otherwise, please leave a message.

Holiday greeting:

Hello. Thank you for calling Omni Corporation. Our office is closed for the

holiday. We will reopen tomorrow. If you are calling from a touchtone telephone,

you may enter the extension at any time. If you do not know the extension, enter

800 for a directory. Otherwise, please leave a message.

PLANNING YOUR OPENING GREETING
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System directory

The voice messaging system reserves the ID
number 800 to identify the system direc-
tory, a directory of the extension numbers
and names of subscribers. Entering 800 lets
an external caller find an extension number
by using the keypad to spell the first three
letters of the subscriber’s last name or first
name. (Mention the system directory in
your opening greeting only if callers are
likely to have lettered telephone keypads.)
Since subscribers choose whether or not to
list their names in the system directory, the
directory does not necessarily make all
subscribers available to external callers. 

Note Lingo’s default setup prompts callers
for the first three letters of the subscriber’s
last name. Your technician can change the
setup to ask for the first three letters of the
first name.

Tips

◆ If your office telephones do not have
lettered keypads, you can use menu keys
to create a directory of subscribers.

◆ If you don’t want external callers to be
able to reach subscribers directly, don’t
mention the directory in your opening
greeting.

PLANNING YOUR OPENING GREETING
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Determining the system schedule

The system schedule that you define in
Lingo determines when your system is in
day mode and when it is in night mode.
Day mode is active during your normal
business operating hours. When day mode
is active, callers hear the day greeting, and
external callers who need assistance are
transferred to the operator. A single sched-
ule stores a single time span (for example,
8:00 A.M. to 6:00 P.M.) and the days of the
week that the time span is in effect (for
example, Monday through Friday). 

Night mode is active during all hours
outside your normal business hours,
defined by the system schedule you set.
When night mode is active, callers hear the
night greeting, and external callers who
need assistance are routed to the Operator
mailbox to leave a message.

Note A third operating mode, holiday
mode, overrides your normal system
schedule. When holiday mode is active,
callers hear the holiday greeting and callers
who need assistance are always routed to
the Operator mailbox to leave a message.
You turn holiday mode on and off manually
through the opening greeting question in
the system manager’s conversation.

When you define a schedule, you identify
only the day mode. Lingo automatically
goes into night mode during the hours not
included in the range you have identified.

To accommodate organizations with
operating hours that vary from day to day,
Lingo stores up to three system schedules.

See also
Recording your opening greeting .............. 24
Setting up your system schedule .............. 25
Maintaining Lingo ...................................... 42
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System schedules

Your organization’s schedule Lingo’s schedule setting

You have the same
business hours
every day you are
open.

8 A.M.–6 P.M.,
Mon.–Fri.

Use schedule 1 only. Schedule 1:
8–6, Mon.–Fri.

You are open longer
on some days than
others.

9 A.M.–5 P.M.,
Mon.–Fri.,

9 A.M.–12 P.M.,
1 P.M.–4 P.M.,
Sat.

Use schedules
1, 2, and 3

Schedule 1:
9–5, Mon.–Fri.

Schedule 2:
9–12, Sat.

Schedule 3:
1–4, Sat.

You close for lunch
from 1:00 to 2:00
each day.

9 A.M.–1 P.M.,
2 P.M.–5 P.M.,
Mon.–Sat.

Use schedules
1 and 2

Schedule 1:
9–1, Mon.–Sat.

Schedule 2:
2–5, Mon.–Sat.

You specify the system schedule for your
organization in the system manager’s
conversation.

DETERMINING THE SYSTEM SCHEDULE
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Understanding your system setup

As part of installation, your technician
sets up Lingo to work with your telephone
system and to meet the needs of your
organization. After installation, ask your
technician to complete the Setup Informa-
tion Record. This record lists the settings
that allow Lingo to work with your tele-
phone system.

Some of Lingo’s features require the support
of the telephone system. These features
include call forward to personal greeting
and easy message access. The Setup Infor-
mation Record indicates whether your
telephone system supports these features.

Call forward to personal greeting and
easy message access

With call forward to personal greeting,
extension-to-extension calls and external
calls are transferred to voice mail automati-
cally if an extension does not answer or is
busy. 

To do this, your telephone system monitors
calls made from one extension to another. If
an extension is busy or not answered, the
telephone system transfers the call to Lingo
automatically. The telephone system
adds routing information so that the call
bypasses the opening greeting, and puts
the caller directly into voice mail. The caller
hears several rings or a busy signal followed
by the subscriber’s personal greeting.

If call forwarding is not supported by your
telephone system, internal callers must
hang up if a line is busy or unanswered
and then call Lingo to leave a message.

With easy message access, subscribers
access their mailboxes by pressing a mes-
sage button or speed dial key on
the telephone extension.

Enabling call forwarding and easy
message access at each extension
On some telephone systems, call for-
warding and easy message access must
be enabled by entering an activation
code or pressing a special button
on each extension. Your technician can
show you how to enable call forwarding
and easy message access for your tele-
phone system, so that you can show
your coworkers.
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Setup Information Record

Contacting Lingo

To call the system from outside the office, dial

To call the system from inside the office, dial

Valid extension (mailbox) numbers start at and end at

System manager’s personal ID

Fax settings

The fax extension is:

Message notification

The system will:

❑ light message waiting lamps

❑ activate a special dial tone

❑ announce messages when called

❑ call every 30 minutes

Telephone system functions

Call forward to personal greeting:

❑ is supported by your telephone system

❑ is not supported by your telephone system

If supported, the sequence to enable call forwarding at an extension is

Easy message access:

❑ is supported by your telephone system

❑ is not supported by your telephone system

If supported, the sequence to enable easy message access at an extension is

UNDERSTANDING YOUR SYSTEM SETUP

Operator’s personal ID

Fax notification:

❑ is enabled

❑ is not enabled



22 LINGO SYSTEM MANAGER’S GUIDE

Getting started

Although your technician has completed
most of the setup tasks necessary to get
Lingo running, there are a few you need
to complete right away to customize the
system for your organization. These tasks
are described in the following checklist. To
complete these tasks efficiently, use the
following guidelines: 

• Complete the steps in order. You may
miss important details if you skip or
rearrange steps.

• Complete each step fully, including
steps that direct you to read other
material.

Getting started

❑ Familiarize yourself with how Lingo works
and the decisions you need to make about
customizing it for your organization.
Chapter 1, “System overview” and
Chapter 2, “Planning your system”
provide the information you need.

❑ Log in as system manager.

❑ Record your opening greeting.

❑ Set up your organization’s system
schedule.

❑ Set up your operator’s extension and
mailbox.

❑ Change the system manager’s password.

❑ Open your voice mailbox and become
familiar with the things you can do with
Lingo.

See also
Using the system manager’s

conversation............................................. 4
Recording your opening greeting .............. 24
Setting up your system schedule .............. 25
Setting your operator’s extension and

mailbox ................................................... 26
Changing the system  manager’s

password ................................................ 28
Training users ............................................. 31
Maintaining Lingo ...................................... 42
Message groups .......................................... 48
Using menu keys ........................................ 50
User Guide
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❑ Leave a welcoming message to all mailbox
owners.
To send the same message to everyone
at once, send it to the special ALL group,
which has the system ID 255. Your mes-
sage can be similar to the following:

❑ Train your coworkers.

❑ Perform your ongoing duties as system
manager.
This chapter explains those ongoing
duties.

Once you have set your system up, you can
increase its capabilities by adding menu
keys and message groups. Menu keys offer
callers a way to get information or reach an
extension quickly by choosing from a
menu. Message groups enable subscribers
to send the same message to many people
at once. To learn how to set up menu keys
and message groups, see Chapter 5, “Main-
taining your system.”

GETTING STARTED

“Welcome to Lingo! Now that your
mailbox is open, please spend a few
minutes reading the User Guide, which
introduces you to the new system. Also,
leave a short reply to this message, so I
will know that you successfully heard my
message.”

If you have a large number of mailboxes
on your system, you might want to keep
a checklist of individual replies. Then
you will be able to contact those people
who have not opened their mailboxes
after a reasonable time.
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Recording your opening greeting

Callers hear the opening greeting when
they call Lingo. Lingo plays the appropriate
greeting during business hours, after
business hours, and for holidays.  

The system manager’s conversation
prompts you to record both a day greeting
for business hours and a night greeting for
after business hours. If you have already
recorded these greetings, you can review
them and rerecord them. You also record
a holiday greeting in this part of the
conversation.

To record your opening greeting

1 Access the system manager’s conver-
sation.

2 Select option 6, as prompted, to change
greetings and menu keys.

3 Select option 4, as prompted, to change
the opening greeting.

4 Record your greeting.

Tips

◆ To present the best image of your
organization to a caller, your greeting
should sound crisp and professional. A
friendly tone encourages people to dial
an extension directly and reduces the
number of calls the operator receives. 

◆ You control the volume and clarity of the
recording by the loudness of your voice
and the distance between the telephone
handset and your mouth. Practice
recording your greeting until you
are satisfied with its sound.

◆ Tell callers how they can reach the
operator for personal assistance.

◆ Practice your pace and phrasing. You
might speak a little too quickly at first.

◆ Record in a quiet area because many
telephones pick up background noises
easily.

See also
Planning your opening greeting ................ 12
Maintaining Lingo ...................................... 42
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Setting up your system schedule

The system schedule determines whether
your system is in day mode or night mode,
which opening greeting and operator
greeting callers hear, and where callers are
routed when they do not press any keys. 

Note There is no holiday schedule. You
turn holiday mode on and off manually
through the opening greeting question
in the system manager’s conversation. 

To set the system schedule

1 Access the system manager’s conver-
sation.

2 Select option 7, as prompted.

3 Verify that the current time and date are
correct.

4 Indicate which schedule range you want
to change.

5 Enter the start time for the schedule.

6 Enter the end time for each schedule.

7 Enter the days of the week that each
schedule is in effect:

1 = Sunday

2 = Monday

3 = Tuesday

4 = Wednesday

5 = Thursday

6 = Friday

7 = Saturday

Note When the system asks you to enter
the time, you can use either a 12- or 24-
hour format (either 2:00 P.M. or 1400 hours).
The system asks you to specify “A.M.” or
“P.M.” if necessary.

For example, enter the time as 430 for 4:30.

See also
Determining the system schedule ............ 16
Recording your opening greeting .............. 24
Setting your operator’s extension and

mailbox ................................................... 26
Maintaining Lingo ...................................... 42
Creating a special opening greeting for

holidays .................................................. 43
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Setting your operator’s extension and mailbox

During installation, your technician indi-
cates the extension number assigned to the
operator’s telephone. This is the extension
that the system transfers callers to when: 

• They dial 0 during the opening greeting.

• They do not press any keys during the
opening greeting.

Your technician also indicates the Operator
mailbox ID, which may or may not be the
same as the extension that operator calls
are transferred to. Callers are transferred to
the Operator mailbox when the operator is
busy or unavailable.

The Operator mailbox also receives a
system-generated message when it detects
that Lingo’s batteries are low.

The person designated to receive the
Operator mailbox messages, including any
fax notifications, is responsible for acting
on each caller’s request and for redirecting
messages to the appropriate subscriber for
follow-up action. 

Warning! To prevent messages from
accumulating in the Operator mailbox,
resulting in a serious shortage of available
recording space, you must indicate an
actual extension ID for the Operator
mailbox. An individual must be designated
as operator to regularly check the messages
left in the Operator mailbox.

To confirm or change the extension for
operator calls and the Operator mailbox ID

1 Access the system manager’s conver-
sation.

2 Select option 9, as prompted.

3 Verify that the extension for operator
calls is correct. If not, enter the correct
ID.

4 Verify that the Operator mailbox exten-
sion is correct. If not, enter the correct
ID.

See also
The operator’s additional

responsibilities ....................................... 36
Maintaining Lingo ...................................... 42



 SETTING UP YOUR SYSTEM 27

Operator mailbox greetings

Callers who are transferred to the Operator
mailbox hear either a day greeting or night
greeting, depending on which schedule is
active. Lingo includes prerecorded operator
greetings for both day mode and night
mode. You can rerecord these greetings
to suit your organization’s needs. 

To review or change the Operator mailbox
greetings

1 Access the system manager’s conver-
sation.

2 Select option 9, as prompted.

3 After confirming the Operator mailbox
extension and the fax settings, review
the greetings for day mode and night
mode. Change them if necessary.

SETTING YOUR OPERATOR’S EXTENSION AND MAILBOX

Setting up fax notification

During installation, your technician also
indicates the extension number of your fax
machine. If you turn on fax notification, the
system prompts fax callers to leave a short
voice message identifying their fax and
stating who it is for. The system sends this
message to the Operator mailbox. The
operator can then redirect it to the specified
person as notification that a fax is waiting. 

T ip If you change your fax extension,
remember to update your opening greeting.

To set up fax notification

1 Access the system manager’s conver-
sation.

2 Select option 9 when prompted.

3 After confirming the Operator mailbox
extension ID, indicate or confirm the fax
extension and whether to turn fax
notification on or off.
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Changing the system manager’s password

With the system manager’s password, you
can access the system manager’s conversa-
tion to set up and maintain Lingo.

For greatest security and protection, change
the system manager password regularly.
Use the system manager’s conversation to
change the initial system manager’s pass-
word to a secure password known only to
you.

Choose a password that cannot be easily
guessed. If your telephone keypad has
letters, a good strategy is to pick a memo-
rable word and spell it out on the tele-
phone. If you forget the system manager’s
password, your Lingo technician can
recover it for you.

The system manager’s password may
be any combination of four to ten digits.
However, it cannot be the same as any
current personal ID or extension number.

To change the system manager’s password

1 Access the system manager’s conver-
sation.

2 Select option 8 to change the password.

3 Enter the new password and press ✳.
Reenter it for confirmation.

See also
Using the system manager’s

conversation............................................. 4
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Becoming familiar with the system

Your coworkers will rely on you to answer
their questions about using Lingo. Review
the User Guide carefully so that you are
familiar with Lingo’s capabilities. The
instructions in the User Guide will also
help you make the best use of your own
voice mailbox.

See also
Training subscribers ................................... 32
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Training subscribers 

Helping subscribers to get started

❑ Prepare a copy of the User Guide for
each subscriber.
Fill in the system information on the
back cover of the guide. This informa-
tion comes from the Setup Information
Record that your technician completes.

❑ Distribute the User Guide to all
subscribers.
Encourage subscribers to follow the
steps in the User Guide to open their
new voice mailboxes right away.

❑ Be available to answer questions.

Conducting training

❑ Demonstrate the tasks subscribers can do
with the voice messaging system.

• Leave messages by extension num-
ber or, in some cases, by name.

• Leave messages to a group of
extensions.

• Leave messages to all mailboxes
simultaneously.

• Reply to a subscriber’s message
immediately after hearing it.

• Cancel a message after it is sent.

• Review the current day’s messages at
any time.

• Archive individual messages for up to
three days.

• Redirect a message to another
mailbox.

• Include an introduction to a redi-
rected message.
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• Pause, fast forward, and reverse
messages while listening to them.

• Control the volume of messages
while listening to them.

• Pause a message while recording.

• Be notified when new messages are
waiting.

• Be notified when a message sent to a
subscriber has been received.

• Set the system to deliver messages to
work, home, and pager telephones.
In this part of the demonstration,
explain how special dialing charac-
ters can be used when indicating
message delivery numbers.

❑ Explain how calls are forwarded to a
subscriber’s voice mailbox and how to use
easy message access, if available on your
telephone system.
If your telephone system requires call
forwarding and easy message access to
be programmed at each extension and if
you are having your coworkers program
their own extensions, show them how.
The call forwarding and easy message
access activation sequences for your
telephone system are on the Setup
Information Record.

❑ Explain to subscribers the importance of
saving space on Lingo by deleting mes-
sages once they have been heard.

❑ Tell subscribers how to reach Lingo from
outside the office if the system answers on
a secondary telephone line.
Send everybody a voice message giving
them Lingo’s telephone number. Also
give this number to customers and ven-
dors who call your company often—
they appreciate being able to reach
frequently called extensions directly.

❑ Explain call transfer.
To have external calls ring a subscriber’s
extension, the subscriber must turn on
call transfer. When call transfer is turned
off for an extension, external callers who
dial the extension are routed to the sub-
scriber’s voice mailbox immediately—
the extension does not ring. Call transfer
applies to external calls only. Callers
who dial the extension directly from
inside the office are not affected.

TRAINING SUBSCRIBERS
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❑ Explain the benefits of using a personal ID
when accessing Lingo.
Lingo treats subscribers as external
callers until they enter a personal ID.
To leave a message, subscribers should
enter a personal ID during the mailbox
greeting. There are three advantages to
doing this: 

• The subscriber can review or cancel
the message after sending it.

• The system identifies to the recipient
who the message is from.

• The recipient can respond to the
message without entering any digits.

Note If your organization uses easy
message access, subscribers can access
their mailboxes without entering a personal
ID, and then leave a subscriber-to-sub-
scriber message.

TRAINING SUBSCRIBERS



TRAINING USERS 35

❑ Explain how to use special dialing charac-
ters for message delivery numbers.
To insert a pause or pager disconnect as
part of the telephone number dialing
sequence, see the table below.

TRAINING SUBSCRIBERS

To get this result Press these keys

Pause for one
second

#01

Disconnect #02

Insert # #03

If your pager normally requires a # at the
end of the sequence, use #03. Otherwise,
use #02 to indicate disconnect.

For example, if you want Lingo to call your
pager number (555-1234) to notify you to
call the office (555-9999 ext 110) for mes-
sages, enter the pager number, pauses, your
office phone number, and a disconnect
(5551234#015559999#01#01110#02).
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The operator’s additional responsibilities

The operator’s responsibilities may be
shared by more than one person in your
organization. Be sure to train all individuals
with operator responsibilities in the tasks
described in this topic.

Redirecting messages in the Operator
mailbox

The operator must screen and redirect all
messages in the Operator mailbox.

Warning! To prevent messages from
accumulating in the Operator mailbox,
resulting in a serious shortage of available
recording space, you must indicate an
actual extension ID for the Operator
mailbox. An individual must be designated
as operator to regularly check the messages
left in the Operator mailbox.

See also
Setting your operator’s extension and

mailbox ................................................... 26
Maintaining Lingo ...................................... 42
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To redirect a new message

1 Listen to the message long enough to
determine who it is for.

2 Press 2 to interrupt the message.

3 When the system asks if you would like
to redirect the message, press 1 for Yes,
and then enter the appropriate mailbox
ID as prompted.

4 Press 1 to confirm.

5 If needed, record an introduction when
prompted.

THE OPERATOR’S ADDITIONAL RESPONSIBILITIES

To redirect an old message

1 When the system says, “You have
<number> messages to review. Would
you like to check them?” press 1 for Yes.

2 Listen to the message long enough to
determine who it is for.

3 Press 2 to interrupt the message.

4 When the system asks if you would like
to redirect the message, press 1 for Yes,
and then enter the appropriate mailbox
ID as prompted.

5 Press 1 to confirm.

6 If needed, record an introduction when
prompted.
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THE OPERATOR’S ADDITIONAL RESPONSIBILITIES

Transferring external callers to a voice
mailbox

Your operator transfers external callers
to subscribers’ voice mailboxes. The oper-
ator’s procedure differs depending on
whether easy message access is enabled.

To transfer an external caller to a voice
mailbox on systems not using easy message
access

1 Begin to transfer the call as you would to
an extension. This step varies depending
on your telephone system.

2 Dial the voice messaging system.

3 When Lingo answers, dial the mailbox
number you want and then press 2 to
place the caller directly into the voice
mailbox instead of transferring the call
to the subscriber’s extension.

4 Complete the call transfer. This step
varies depending on your telephone
system.
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THE OPERATOR’S ADDITIONAL RESPONSIBILITIES

To transfer an external caller to a voice
mailbox on systems using easy message access

1 Begin to transfer the call as you would to
an extension. This step varies depending
on your telephone system.

2 Dial the voice messaging system. You are
placed in your voice mailbox.

3 Do one of the following to hear the
opening greeting:

• If you are asked to enter your secu-
rity code, press #.

• If you don’t have a security code,
press ✳2 when you hear the voice
name of the mailbox.

4 Dial the mailbox number you want and
then press 2 to place the caller directly
into voice mail (instead of transferring
the call to the subscriber’s extension).

5 Complete the call transfer.
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Maintaining Lingo

Once you have set up Lingo and have
become familiar with it, you need no more
than a few minutes each week to perform
all the maintenance. 

The ongoing maintenance tasks include:

• Adding and deleting mailboxes

• Adding, deleting, and changing message
groups

• Recording opening greetings, including
special greetings for holidays

• Setting up and using menu keys

• Maintaining the system schedule

• Maintaining operator and fax settings

• Monitoring system status

• Changing Lingo’s batteries

See also
Adding and deleting voice mailboxes ....... 46
Message groups .......................................... 48
Using menu keys ........................................ 50
Monitoring system status .......................... 56
Changing Lingo’s batteries ........................ 57

Details about maintenance tasks are in
Chapter 3, “Setting up your system” (those
tasks that were first performed during
setup) and in this chapter.
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Creating a special opening greeting for holidays

The greetings option of the system man-
ager’s conversation enables you to put
Lingo in holiday mode and record your
holiday greeting. 

The system has just one holiday greeting,
so you must rerecord it for each holiday
that your organization schedules. 

T ip Use holiday mode in emergencies—to
announce your office is closed because of
poor weather, for example. You can call the
system from any touchtone telephone,
change the greeting, and put Lingo in
holiday mode.

To put Lingo in holiday mode and create a
holiday greeting

1 Access the system manager’s conver-
sation.

2 Select option 6, as prompted, to change
greetings and menu keys.

3 Select option 4, as prompted, to change
the opening greeting.

4 Press 1 for Yes, when prompted, to put
Lingo in holiday mode.

5 Record the holiday greeting.

See also
Planning your opening greeting ................ 12
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Adjusting the system time and date

The system schedule option of the system
manager’s conversation enables you to
check and adjust the system time and date. 

You might need to adjust these settings
because of daylight saving time or because
of a power failure.

These settings must be accurate, because
Lingo announces the recording day and
time after each message.

To adjust the system date and time

1 Access the system manager’s conver-
sation.

2 Select option 7, as prompted.

3 Enter the current time, as prompted,
and then press ✳. For example, enter 100
for 1:00.

4 Indicate A.M. or P.M.

5 Enter the current month, day, and year,
as prompted.

See also
Determining the system schedule ............ 16
Setting up your system schedule .............. 25
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Changing the extension for the Operator
mailbox or the fax machine

The operator settings option of the system
manager’s conversation allows you to:

• Change the extension for the operator
if you need to reassign operator duties
temporarily or permanently. Lingo
requires that you indicate an actual
extension ID for the Operator mailbox.

See also
Setting your operator’s extension and

mailbox ................................................... 26

Warning! Accumulated messages in the
Operator mailbox can cause a shortage
of recording space. The person desig-
nated as operator must regularly check
the messages left in the Operator
mailbox.

• Change the fax extension number.

• Change the day and night greetings for
the Operator mailbox.
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mailboxes
Voice mailboxes store messages for each
subscriber on Lingo. When setting up Lingo,
your installer specified which extensions to
create voice mailboxes for. Each extension
on your telephone system can have a cor-
responding voice mailbox. Lingo can

Adding and deleting voice

See also
Training subscribers ................................... 32

support up to 50 voice mailboxes on a two-
port system and 100 on a four-port system. 

The mailbox maintenance option of the
system manager’s conversation allows
you to:

• Add a new voice mailbox.

• Delete a mailbox. Do this when a person
leaves your organization.

• Reset a mailbox. Resetting a mailbox
clears it so a new person can open it. Do
this instead of deleting a mailbox when
someone takes it over immediately.

• Delete a security code. You can do this
when a security code is forgotten. The
subscriber can then reset the security
code.

Note You can also determine if a mailbox
has a security code, because the conversa-
tion allows you to delete a security code
only if one exists.
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To add, delete, or reset a mailbox, or delete a
security code

1 Access the system manager’s conver-
sation.

2 Select option 4 and respond as
prompted.

ADDING AND DELETING VOICE MAILBOXES
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Message groups

Message groups enable any subscriber to
send the same message to many people at
once. A message group is simply a distribu-
tion list. Subscribers send a message to a
group the same way they send a message to
another subscriber, identifying the group by
its system ID.

Lingo comes with 10 message groups,
with the system IDs 100–109. The groups’
recorded names are “Group number 0”
through “Group number 9”, but you can
rerecord the name of the group. For ex-
ample, you might replace the standard
group names (“Group number 1”) with
descriptive recorded names that include
a meaningful name for the group, such
as “Group 101: Salespeople.”

Note Group system IDs can be the same
as other system IDs. This is because you
indicate that you are addressing a message
to a group by first pressing 77 and then the
group’s system ID. Lingo can always differ-
entiate between a group’s system ID and
another system ID.

See also
User Guide
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In addition to these 10 message groups,
the system comes with a special ALL group,
automatically set up and consisting of all
subscribers. The system ID for the ALL
group is 255.

The User Guide explains how to address
messages to message groups.

As system manager, you can change a
group’s recorded name and add or delete
group members. You cannot add or delete
groups, although you can choose not to use
them. You can also hear a list of message
groups.

To edit your message groups

1 Access the system manager’s conver-
sation.

2 Select option 5, and respond as
prompted.

T ip To simplify adding members to a
group, write down the names and extension
numbers you want to add, and then access
the system manager’s conversation.

MESSAGE GROUPS
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3

Using menu keys

Menu keys allow callers to press a single
touchtone key during the opening greeting
to: 

• Choose from a submenu of up to three
options.

• Be routed to a mailbox that transfers the
caller to an extension.

• Hear an audio message.

You configure and activate individual menu
keys by using the system manager’s conver-
sation. Your opening greeting acts as a
menu, telling callers what action each
touchtone key provides.

Telling callers to use menu keys

Routes the caller to the Sales
Department mailbox

Routes the caller to the Service
Department mailbox

Routes the caller to an audio
message

Hello, thank you for calling the Omni
Corporation. If you are calling from
a touchtone phone, you may dial an
extension at any time. For the Sales
Department, press 1; for Service,
press 2; for a list of current products,
press 3. Otherwise, please stay on the
line and an operator will be right with
you.

1

2

Note If you turn on call transfer for these
mailboxes, then the caller is transferred to
the Sales or Service extension.

See also
Recording your opening greeting .............. 24
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Why use menu keys?

Menu keys provide flexibility that allows
you to customize Lingo to meet the specific
needs of your organization. Some of the
ways you might use menu keys include:

• Providing access to audio messages
to answer frequently asked questions.
(“For instructions on reaching our
facility, press 1.”)

• Directing routine calls to departments
(“For Sales, press 1. For Support,
press 2.”)

• Providing an alternative extension
directory when callers are not likely to
have letters on their telephone keypads. 

For example, callers can press 1 instead
of 800 for directory assistance, and then
choose another submenu to narrow
their search. (“For last names that start
with A through G, press 1. For H through
P, press 2. For Q through Z, press 3.”) You
create the directory yourself by reading a
list of names and extensions as a menu
key audio message. When callers hear
the extension they want, they can dial
the number immediately.

How menu keys work

The system listens for menu keys during
the opening greeting and during any audio
message reached by a menu key. At these
times, callers may press any active menu
key to route to an extension or audio
message. Callers may also press 0 for the
operator or dial an extension number to
transfer to a subscriber.

USING MENU KEYS
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Menu key structure

Opening Greeting:

USING MENU KEYS

1 2 3 4

Menu 1

1-1 1-2 1-3

Menu 2 audio
message:

2

Menu 2-2 routes to
customer service

mailbox.

2-3

Menu 3

3-1 3-2 3-3

Menu 4

4-1 4-2 4-3

2-1

“Hello, thank you for calling…
For Service, press 2…”

“To place an
order, press 1.
To report a prob-
lem, press 2…”
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Steps for setting up menu keys

1 Plan the menu key structure on the
Menu Planning Worksheet.

2 Set up the menu keys.

3 Rerecord your opening greeting to
reflect the options offered by the
menu keys. 

USING MENU KEYS

Planning your menu keys

Careful planning and diagramming of your
menu key structure before you begin helps
make the setup go smoothly. Use the Menu
Planning Worksheet to plan the structure as
well as the greetings and other audio
messages you want to use. 

Level-1 menu keys that play an audio
message can direct callers to level-2 menu
keys, which may play another audio mes-
sage or send the caller to an extension.
Level-1 menu keys that send callers to an
extension cannot direct callers to level-2
menu keys.
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3

USING MENU KEYS

Menu

❑ Route to ID

❑ Audio message

1

❑ Route to ID

❑ Audio message

2

❑ Route to ID

❑ Audio message

3

❑ Route to ID

❑ Audio message

1 2

Menu Planning Worksheet
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To set up menu keys

1 Access the system manager’s conver-
sation.

2 Select option 6, as prompted, to change
greetings and menu keys.

3 Select option 5, as prompted, to change
menu keys.

4 Set up the menus as prompted by the
system.  For example, to set up level-2
menus for menu 1, enter the following
keys.

USING MENU KEYS

Notes

• You must set up a level-1 menu before
you can set up any of its corresponding
level-2 menus.

• When you use a menu key to route
callers to an extension, be sure that a
mailbox exists for the extension.

Tips

◆ You can photocopy the Menu Planning
Worksheet and enlarge it up to 121% for
more writing space. To plan each branch
of your menu key structure, make four
copies of the worksheet.

◆ Keep menus simple. Guide callers to the
right person or information clearly and
quickly. If the choices are clear and
short, callers will find your menu keys
easy to use.

◆ Tell callers the choice or destination
first, and then the key to press (“For
Sales, press 1...”).

◆ In each audio message, tell callers that
they can return to the previous menu by
pressing 4.

Level-2 Menu Keys

1 1-1

2 1-2

3 1-3

5 For each menu, specify either routing
(indicate a voice mailbox ID), or audio
message (record the audio message).
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Monitoring system status

In addition to the system maintenance
tasks described in this chapter, you can
check important system information from
the system manager’s conversation. The
system information summary in the system
manager’s conversation gives you the
following information: 

• The version of Lingo you are using

• The available recording time

• The Operator mailbox message count
(including new and old messages, as
well as the total recording time)

• The extension for operator calls

• The extension for the Operator mailbox

• The current time

• The current date

• Whether Lingo is currently in day, night,
or holiday mode

If the audio messages leave only 3% of the
total recording time available, Lingo does
three things:

• Stops recording messages

• When you access the system manager’s
conversation, notifies you that the
system is out of recording space

• When callers try to leave messages,
informs them that the system is out of
recording space

To prevent running out of recording time,
regularly monitor the available recording
time in the system information summary of
the system manager’s conversation. When
the available recording time approaches
3%, remind subscribers to delete all unnec-
essary messages.

To check the system information summary

1 Access the system manager’s conver-
sation.

2 Select option 0, and listen to the system
information summary.
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Changing Lingo’s batteries

Lingo uses eight AA batteries, which are
necessary for its proper functioning and
which provide the power to store the voice
messaging system files during a power
outage.

Note Lingo’s operation is interrupted
when your organization loses power.

Lingo automatically monitors battery
voltage, and when the batteries need to
be changed, it notifies you in four ways:

• By emitting a short alarm every four
seconds until the batteries are changed

• By flashing all of the LEDs on the Lingo
unit on and off in unison

• By warning you at the beginning of the
system manager’s conversation

• By sending a message to the Operator
mailbox

Note We recommend Eveready Energizer
batteries for best results.

Warning! Valuable data can be lost if your
batteries are unable to provide backup
power. To avoid the loss of your database,
do the following:

• Change the batteries when Lingo tells
you to.

• Do not unplug Lingo when you are
changing the batteries.
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Lingo’s LED patterns

Normal operation

When Lingo is operating normally, you can
determine certain status information by
observing the LED patterns on the side of
the unit. 

LED pattern Meaning

❍ The port is not available.

● The port is available but idle.

❍–● The port is active (off-hook).

❍–● The recording space is full.

❍–● System error. Contact your
dealer.

Startup sequence

Occasionally Lingo restarts. During the
startup process, Lingo goes through several
steps to check the status of various parts of
the system. As it goes through these steps,
you see three phases of LED activity:

• LEDs flash for eight to nine seconds. If
the flashing stops within this time and
any LEDs remain lit, contact your dealer.

• LEDs remain off for about two seconds.

• LEDs again begin flashing, briefly
displaying a series of patterns. If your
system stops on any of these LED
patterns, tell your dealer the corre-
sponding number.

❍❍❍❍–●●●● Change the batteries.

(An LED is flashing.)

(All LEDs are flashing, descending
from top to bottom.)

(All LEDs are flashing, ascending
from bottom to top.)

(All LEDs are flashing together.)

(An LED is not lit.)

(An LED is lit.)
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LINGO’S LED PATTERNS

LED patterns and corresponding number to report to dealer

LED pattern Number to report

●
❍
❍
❍

LED pattern Number to report

1 ❍
❍
❍
●

8

❍
●
❍
❍

2 ●
❍
❍
●

9

●
●
❍
❍

3 ❍
●
❍
●

10

❍
❍
●
❍

4 ●
●
❍
●

11

●
❍
●
❍

5 ❍
❍
●
●

12

❍
●
●
❍

6 ●
❍
●
●

13

●
●
●
❍

7 ❍
●
●
●

14

● = Lit ❍ = Not lit
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Glossary

A–B

ARCHIVED MESSAGE

Any message a subscriber listens to and
then saves for a number of days. Your
technician sets the number of days that
messages are archived. All old or archived
messages must be saved each time they are
heard or they are deleted. See also new
message; old message.

AUDIOTEXT

Recorded information that is available to
callers 24 hours a day about whatever your
organization wants callers to hear. You can
provide menus of information or other
messages, and you can use audiotext
messages in menu keys.

AUTOMATED ATTENDANT

A way of setting up Lingo so that the voice
messaging system acts as a receptionist,
answering and routing incoming calls.

AUTOMATIC DIRECTORY ASSISTANCE

A directory of subscriber extension IDs that
is available to callers when they spell the
first three letters of the subscriber’s last or
first name, depending on your setup, on the
telephone keypad.

AWAIT ANSWER

One of three types of call transfer in
which Lingo waits for the extension to be
answered before completing a transfer to
that extension. See also release; wait for
ringback.

C

CALL FORWARDING TO A PERSONAL GREETING

The ability of some telephone systems to
automatically forward calls to Lingo when
an extension is busy or unanswered. The
telephone system sends a follow-along ID
with the forwarded call. This ID identifies
for Lingo the extension the call was for-
warded from.

CALL ROUTING

The processing of calls through Lingo
without being transferred to the telephone
system. See also await answer; call transfer;
release; wait for ringback.

CALL TRANSFER

The transfer of calls from Lingo to the
telephone system, which takes control of
connecting the call to an extension. You can
turn call transfer on and off. See also await
answer; release; wait for ringback.

CONVERSATION

The collection of prerecorded questions,
choices, and responses that Lingo plays to
guide callers through the voice messaging
system. The conversation consists of
greetings and prompts. Greetings can
be changed over the telephone.
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D

DAY GREETING

The greeting that plays during the days
and times you have designated as normal
business hours. See also night greeting.

DAY MODE

Lingo’s operating mode during normal
business hours. You can set up Lingo to
function differently during day mode and
night mode hours. You define what days
of the week and hours of the day are day
mode. All other hours are assigned to night
mode. See also holiday mode; schedule.

DEFAULT

The option the system uses if you do not
select another option.

DIRECTORY ASSISTANCE

A directory of subscribers’ extension IDs
that is available to callers with lettered
keypads. Callers can use directory assis-
tance to reach a subscriber’s extension ID
without speaking to an operator.

E

EASY MESSAGE ACCESS

A function enabling subscribers to check
messages by pressing a single button on
their telephones. The availability of this
function depends on the capabilities of
the telephone system.

EXTENSION

The actual telephone number of a tele-
phone in your system.

F

FAX DETECT

A function that allows Lingo to detect an
incoming fax tone and automatically deliver
faxes to the Operator mailbox.

FAX NOTIFICATION

A function that allows Lingo to notify the
operator each time it delivers a fax. When
this function is enabled, the fax sender is
given the opportunity to record a message
describing the fax and who it is for.

G

GREETING

A recording that gives information, wel-
comes callers to the system, offers menu
options, or offers a chance to leave a mes-
sage. If your organization uses the auto-
mated attendant, the opening greeting is
what callers hear when they dial the main
telephone number for your organization.
A subscriber’s personal greeting is what
callers hear when they reach a subscriber’s
voice mailbox.

GROUP

See message group.

D–G
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H–L

HOLIDAY MODE

A special schedule mode that overrides
your normal schedule. You activate holiday
mode and record a holiday greeting in the
greetings part of the system manager’s
conversation.

M

MAILBOX

The location where Lingo stores messages
from callers. For example, Lingo keeps
messages for a subscriber in that
subscriber’s mailbox.

MENU KEYS

The organization of menus, audio mes-
sages, and call routing choices, which you
design and set up, that provides callers with
easy access to frequently requested depart-
ments and information.

MESSAGE GROUP

A list of subscribers to whom a subscriber
can send the same message at once. Any
subscriber can be a member of any mes-
sage group. The system manager assigns
subscribers to groups in the system
manager’s conversation.

MESSAGE NOTIFICATION

Lingo’s ability to call subscribers at any
telephone number they specify when they
have new messages. The system can also
activate pagers and message waiting
indicators.

MESSAGE WAITING INDICATOR

A feature on a telephone, such as an indica-
tion light, a distinctive dial tone, or an LCD
display, that lets subscribers know when
they have messages waiting.

N

NEW MESSAGE

A message that has not yet been heard by
the recipient. See also archived message; old
message.

NIGHT GREETING

The greeting that plays during all days and
times except those specified in day mode.

NIGHT MODE

Lingo’s operation mode outside of normal
business hours. You can set up Lingo to
handle calls differently during day mode
and night mode hours. You define what
days and hours are day mode. All other
hours are assigned to night mode. See also
holiday mode; schedule.

H–N
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O

OLD MESSAGE

A message that has been heard, but not
deleted or archived. You decide how long
old messages are saved. See also archived
message; new message.

OPENING GREETING

The greeting that callers hear when they
call your main telephone number, if your
organization uses the automated attendant.

OPERATOR MAILBOX

A mailbox used exclusively for storing calls
that go to the person with operator respon-
sibilities at your organization.

OUTSIDE CALLER

See unidentified caller.

P

PERSONAL ID

A unique system ID that identifies a sub-
scriber to the system.

PORT

The standard modular telephone jacks
located on the side of the Lingo unit that
the system uses to connect to and commu-
nicate with the telephone system.

PROMPT

A recording that is played at specific places
in the system conversation.

PUBLIC MESSAGES

Messages collected in the Operator mail-
box. The operator screens these messages
and routes them to the appropriate sub-
scribers.

Q

QUICK OPTION MENU

An alternative to the Yes-and-No conversa-
tion, in which subscribers select menu
options by pressing digits.

R

RECORDED NAME

The audio recording of the subscriber’s
name that Lingo plays in prompts requiring
identification of the source or destination of
a message or call. This may also be referred
to as the voice name.

RELEASE

One of the three types of call transfer, in
which Lingo completes the transfer without
checking whether the call is answered or
whether there is a busy signal. See also
await answer; call transfer; wait for
ringback.

O–R
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S

SCHEDULE

The method for determining how calls are
handled at different times and/or different
days. You can define up to three different
schedules for the system. See also day
mode; holiday mode; night mode.

SECURITY CODE

A series of characters that subscribers set so
that no one else can access their voice
mailboxes.

SUBSCRIBER

Anyone who is enrolled in Lingo. The
system identifies a caller as a subscriber
when the subscriber enters a personal ID.

SUBSCRIBER’S PERSONAL GREETING

The greeting callers hear when they reach a
subscriber’s voice mailbox.

SWITCH

The telephone system.

SYSTEM GREETINGS

See opening greeting.

SYSTEM ID

A unique system ID that you assign to each
subscriber.

SYSTEM MANAGER

The individual in an organization who sets
up and maintains Lingo.

SYSTEM MANAGER CONVERSATION

The collection of prerecorded prompts,
questions, choices, and menus that the
system plays to the system manager to
allow the system manager to maintain
Lingo.

T

TOUCHTONES

The sounds made by pressing the keys on
touchtone telephones.

TRANSFER

See call transfer.

U

UNIDENTIFIED CALLER

An individual calling from outside Lingo. If
a subscriber calls the system and does not
enter a personal ID, that subscriber is
treated as an unidentified caller.

S–U
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V

VOICE MAILBOX

The location where Lingo stores messages.
Lingo gives each extension on the tele-
phone system a separate voice mailbox.

VOICE NAME

The recorded name of a subscriber. Lingo
plays the voice name in prompts that
require identification of the source or
destination of a message or call. See also
recorded name.

W–Z

WAIT FOR RINGBACK

One of three types of call transfer, in which
Lingo waits for an extension to ring a
certain number of times before transferring
the call. See also await answer; release.

V–Z
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Index

A
adding group members 49
adding mailboxes 46
ALL group 49
archived database 57
audio messages

menu keys 51, 53, 55
automated attendant

call routing 9
fax handling 9
menu keys 9
not using 10
operator assistance 9
primary attendant 11
private attendant 10
secondary attendant 11

B
batteries

changing 57
LED indication when low 57
notification to change 26, 57

beginning to use the system 22

C
call forward to personal greeting. See call
forwarding
call forwarding

enabling at extensions 20, 33
to personal greeting 20

call handling
automated attendant 8

call routing
automated attendant 9
menu keys 50

call transfer
about 33
and easy message access 38

change
batteries 57
batteries, notification 26
date 44
fax settings 45
group recorded name 49
groups 49
holiday greeting 43
mailboxes 46
operator greetings 45
operator mailbox ID 45
time 44

conversation
message 2
opening greeting 2
setup 2
system manager 2, 4
using 2

D
database archive 57
date, system 44, 56
day greeting

about 16, 24
Operator mailbox 27

day mode 16, 25
deleting

group members 49
mailbox 46
messages 33
security code 46

diagram of menu keys 52
directory of extensions

about 15
using menu keys 51
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E
easy message access

about 2, 20
and call transfer 38
enabling at extensions 20, 33

extension
operator’s 26
operator’s, changing 45

extension directory, using menu keys 51

F
fax extension, changing 45
fax handling 9
fax notification 26, 27
forwarding calls. See call forwarding

G
getting started 22
greeting

day 12, 14
holiday 14, 24, 43
night 12, 14
opening 12, 14, 24
operator 45
Operator mailbox 27

groups
adding members 49
all subscribers 49
editing 49
ID 48
naming 48

H
handling calls, automated attendant 8
holiday greeting 24, 25, 43
holiday mode 16, 25, 43

I–K
IDs

groups 48
personal 2, 34
system 2

L
learning the system 29
LED

low battery indication 57
patterns 58

logging in to conversation 4
low batteries, notification 26

M
mailbox

adding 46
deleting 46
maintenance 46
operator 26, 45

maintenance 42
menu keys

audio messages 51, 53, 55
extension directory 51
opening greeting 13, 53
planning 53
quick access 9
routing calls 51, 53, 55
setting up 53
structure 52
tips 55

E–M
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message conversation 2
message groups. See groups
messages

entering personal ID 34
operator 26, 36
redirecting 36
subscriber-to-subscriber 34

N
night greeting 16, 24
night mode 16, 25
normal operation, LEDs 58

O
opening greeting

about 12
and system schedule 25
conversation 2
fax extension 27
menu keys 13, 50, 53
recording 24
system schedule 14

operator
changing extension 45
extension 26
mailbox 26, 27, 36
redirecting messages 36
training 36, 38
transferring calls 38

operator assistance 9
operator greetings

about 27
and system schedule 25

organization schedule. See system schedule
orientation 22

P
password

system manager 2, 4, 28
personal IDs 2, 34

See also system IDs
primary attendant 11
private attendant 10
public messages 26

R
recording greetings 24
recording group names 49
recording space, shortage 26, 33, 36, 45
recording time, status 56
redirecting messages 36
routing calls

automated attendant 9
menu keys 50

S
schedule. See system schedule
schedule mode, status 56
secondary attendant 11
security code

about 2
deleting 46

security, system manager’s password 28
setup conversation 2
Setup Information Record 20
status, system 56
subscriber-to-subscriber messages 34

M–S
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subscribers
mailbox maintenance 46
security code, deleting 46
tasks 32
training 32

system
date and time 56
maintenance 42
status 56

system conversation, using 2
system IDs

about 2
groups 48
See also personal IDs

system information 56
system manager

conversation 4
ongoing tasks 42
password 2, 4, 28
responsibilities 3
setup tasks 22

system manager conversation
about 2
logging in 4

system schedule
day mode 16
greetings 14, 25
holiday mode 25, 43
night mode 16
operator greetings 27
to set 25

system setup
about 20
call forwarding at each extension 20
call forwarding to personal greeting 20

system time and date 44

T–U
tasks

ongoing 42
setup 22

telephone system, support for features 20
time and date, adjusting 44
time, system 44, 56
training

about 32
operator 36

transferring calls 33, 38

V–Z
voice mailboxes, adding and deleting 46

S–Z




