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Newcastle University

User Guide for DECT Cordless Handsets

Newcastle University DECT System

Currently, the University offers DECT (Digitally Enhanced Cordless Telephony) cordless telephones on the following sites:

· Devonshire Building

· Wolfson Unit

· Culture Lab

· Paul O’Gorman

· Kings Gate

· Baddiley Clark (Medical Sciences)

· New Music Building

· NUBS Barrack Road

· ESS 1st Floor Agriculture Building 
The handsets will work in any of these buildings. To give you an idea of how cordless handsets work, let’s have an overview:

How does DECT work? 

Each handset is “subscribed” to an extension number; each handset can only have one extension number.  This means a DECT handset can be any extension number, but the number can not be live on more than one handset.
Dotted around each building are DECT base stations.  These radios transmit and receive the calls, and send them to your handset. They work together and provide coverage to an area or building, similar to how your mobile works.

As soon as the handset is switched on, the DECT system knows which radio is talking with your handset, so it knows where to direct a call to.
When a call arrives, it is initially presented to the main telephone exchange.  Your DECT handset is subscribed to the system, and as such the exchange passes the call to the DECT system, which then passes the call to your handset.  Conversely, when making a call it is passed from the DECT system to the main exchange and to the outside world via our carriers, BT, etc…
Nearly all of the features and functions available on a fixed line phone are available on the cordless handsets.
This guide has been produced to help you use these features and functions, and get the most out of the telephone system.
How to care for the batteries

Your handset is fitted with rechargeable batteries.  These batteries have a finite life span and usually can only be recharged a number of times.  As the handsets get older, the batteries can wear out and fail.

To look after the batteries, we recommend that you place your handset in its charger overnight, and remove the handset from the charger when you start the day.  DO NOT replace the handset into the charger in between calls. Constant charging and discharging can damage the batteries.  Leave your handset on the desk when not being used and place back in the charger at the end of the day.

Handset key identification
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Usage Instructions 

Power on/off:

Press and hold the “On-hook” key for a few seconds – the handset will turn on/off depending on which state the handset was in.

Answering a call:

You can press the “Off-Hook” key and listen using the normal earpiece, or you can press the “Speaker” key and transfer the call to the loudspeaker built-in to the handset.
Making a call:
You can make a call by dialling the required number first – then press “Off-Hook” or speaker key

(Note: when in a call the menu options change to allow you to hold, transfer or add other callers)

Last number redial saves the last 5 numbers called. Press the button under “–›–›” symbol to access the list. Use the up down key to select and press the “Off-Hook” key to dial. Alternatively, press the “Off-Hook” button and a last number re-dial list can be accessed.
Call Back:
**Call back is only available on internal numbers**

Call back allows you to call a number when it is busy or no reply.  Call back will call you back once the number you tried becomes free or when ever it is has been used again.

To set a call back:

· dial the number you wish to contact

· when you hear the engaged tone or receive no reply, you will notice “call back” is displayed on screen
· press the “ok” button and the call back is booked
Once the number becomes free (if engaged) or someone picks up the handset (if no reply) the extension calls your handset back

To cancel a set call back:
· press the left key in centre button “INT”

· scroll (soft key) to “call back”  and press “ok”
· the date, time and extension number the call back was set to is displayed, scroll (soft key) to “delete” and select “ok”

Enquiry calls:
You are on a call, the screen displays “consult” and press “ok”

· “please dial” is displayed (your outgoing call is on hold)
· dial the number with which you want to enquire with – make your enquiry

To return to the original caller

· scroll to “return” and press “ok” – your connected back to original call and the enquiry call is terminated

OR

· scroll to “toggle” and press “ok” – your connected back to original call with the enquiry call on hold (toggle will switch you call back and forth from call to call)
Conference Calls:

The telephone system will allow you to set up and conduct conference calls from your handset. Up to 7 other parties can be added to the conference. To conference with other parties

· dial the first participant and advise them you will be putting them on hold whilst you set up the call.

· the screen will display “consult”, scroll (soft keys) to “start conf.”

· press “ok”, “please dial” is displayed

· dial the second participant, (your initial call in on hold) the screen will display “conference” or you may need to scroll down using the soft keys to “conference” 

· press “ok”

· the handset brings you, call 1 and call 2 into the same conversation, the screen shows “expand conference”

To add more participants

· scroll (soft keys) to “expand conf” and press “ok”

· “please dial” is displayed, dial the next participant
· when connected, advise caller your putting them on hold

· scroll (soft keys) to “conference” and press “ok” – all participants are connected.

Repeat these instructions to add more participants.

Transferring calls:

You are on a call and you want to transfer it to another extension

· scroll (soft keys) to “start transfer” and press “ok” 

· “please dial” is displayed

· dial the number you want to transfer to, at this point you can:

1. blind transfer by hanging up your handset 

2. announce caller when extension answers then hang up

Forwarding your calls to another extension:


You can forward your calls to a different extension when you need to.
· press the “INT” key on the centre button

· select “basic service” by pressing “ok”

· “destinations” is displayed, press “ok”

· “forward” is displayed, press “ok”

· “variable call fo..” is displayed, scroll (soft keys) to “enter destin:” and press “ok”

· enter the extension number to forward to and press “ok”

Calls will be forwarded to your chosen destination. 


To cancel the call forwarding:

· press in the “INT” key

· select “basic service” and press “ok”

· select “destinations” and press “ok”

· select “forward” and press “ok”

· scroll to “deactivate” and press “ok”

Calls will no longer forward, and will ring on your handset.

Keypad Lock:
You can temporarily lock the keys on your handset, to prevent accidental dialling, when in your pocket or bag for example. 

To set the keypad lock
· press and hold the # button till the key symbol appears on the top of the screen – the keypad is now locked

To unlock

· press and hold the # button again, till the key symbol disappears – the keypad is now unlocked

Setting the earpiece volume:

You can adjust the volume of the receiver and the speaker, which will be the default volume levels.
· press the menu button and select “settings” (a spanner icon)
· press the down arrow key on the centre button and select “audio settings”

· press “ok”

· display will show “handset volume” as the first option, press “ok” (On the SL2 model, press the volume button on the centre button whilst in a call to adjust earpiece volume)
· use the directional arrows on the centre button to select default volumes
· press “save”

You can also adjust the volume whilst in a call

· press the right arrow key in the centre button

· “loudspeaker vol” is displayed, press “ok”

· Use directional arrows to adjust volume then press “save”

Setting the ringer volume and melody:
Similar to setting the volume, you can also adjust the ringer volume and tone.

· press the menu button and scroll to “settings”
· press the down arrow key in the centre button to “audio settings”, press “ok”

· press down arrow key in centre button to select “ringer settings”, press “ok” (S4 Professional handsets will display “ringtones(Handset)” press ok to select this option)
· select which option to change, ringer for internal, external or all calls and press “ok”

· use directional keys to scroll through the options and press “save” when you have chosen

· press the “On-Hook” key repeatedly until the display returns to the main screen

Mute the ringer:


You can temporarily mute the ringer if do not want to be disturbed.

· press and hold the * key until “all ringer tones off” is displayed

· you are given the option to press “beep” which will just beep the handset to alert you to a call

To turn the ringer back on

· press and hold the * key again until “all ringer tones on” is displayed

Phone Book:
You can set up your own personal directory and dial from it.
· press the down arrow key on the centre button

· press “ok” on the “new entry” option

· enter the details using the direction keys, scroll to bottom of list and then select “save”
Your entry is now in the phone book which can be accessed by pressing the [down] phonebook button. 

Call Pickup:

Call pickup allows you to answer a colleague’s phone on your own handset. There are two methods
1. Group Pickup

· when you hear your colleagues handset ring, press *3 then the “Off-Hook” key
2. Directed Pick up

· dial **3 followed by the extension number of the phone you want to pick up then the “Off-Hook” key
(NOTE: group pick up has to be set up by the telecoms office. Contact x8000 or email telecoms@ncl.ac.uk with your request)

Using voicemail:  

If you have a voicemail box, the voicemail key (which has an envelope symbol on it) will light to indicate new messages.

To access your mailbox

· obtain dial tone and dial 5555

· enter your mailbox ID

· enter your PIN

· listen to and save/delete as needed

· hang up when finished

· the mailbox light will extinguish

(NOTE: the mailbox light may also illuminate if a call back has been set to your extension. In this case, pressing the button will display the date, time and extension number of the handset which set the call back.  Use the menu buttons to view and delete the call backs in order to extinguish the light)

If you have any questions or queries regarding using your DECT cordless, please contact the telecoms team on x8000 or email telecoms@ncl.ac.uk
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