SBX Key Telephone System Quick Reference for STS phones

by DDK Telecommunications 

FIXED FEATURE BUTTONS
FLASH -- lets you terminate an outside call and restore dial tone without having to hang up the handset. It is also used to transfer calls behind a PBX or Centrex system.
TRANS (TRANSFER) -- lets you transfer an outside call from one station to another. This button also doubles as the Program button. 

PGM (Program, use TRANS button) -- allows access into programming mode. It’s also used for flexible button programming.
SPEED -- provides access to speed dialing, save number redial and last number redial. 
CONF (CONFERENCE) -- used to establish conference calls. See detailed information below.

MSG (MESSAGE WAIT) -- allows you to initiate a message waiting indication at a station that is unattended or in Do Not Disturb. This button also doubles as the Voice Mail button and the Call Back button. 

Voice Mail (use MSG button) -- allows user to call his or her own mailbox and to send a caller to someone’s voice mailbox.

Call Back (use MSG button) -- allows a user to call a busy station, press Call Back and when the recipient hangs up, the user will be called back.
FWD (FORWARD) -- allows you to forward your calls to another station or location. The Forward button also doubles as the DND button. 

DND (Do Not Disturb, use FWD button) -- places your phone in Do Not Disturb mode and blocks incoming calls.
MUTE -- allows you to switch the built-in microphone on or off when using the speakerphone. Also controls the handset microphone when using the handset. 
CAMP ON -- enables you to alert a busy party that an outside line is on hold for them. Call the busy station and press the Camp On button. A beep tone will be heard at the recipient’s phone. The recipient can press their CAMP ON button to be connected to the calling party.

ON/OFF (SPEAKER) -- enables you to make a call without lifting the handset. It also turns the telephone on and off when using the speakerphone. 

HOLD (SAVE) -- enables you to place an outside caller on hold. The Hold button also doubles as the SAVE or ENTER button. See below.

VOLUME BAR -- allows you to adjust the volume for your speakerphone, handset, and ringing volume. 
H-T-P -- allows you to select the intercom signaling mode: Hands-free, Tone ring, or Privacy hands-free. 

PLACING AN OUTSIDE CALL

To make an outside call press the POOL button, press 9 or press a direct line appearance button.

PLACING AN OUTSIDE LINE ON HOLD 
While connected to an outside line, press the HOLD button once for system-wide hold or double click on the hold button to place a call on exclusive hold which only allows you to retrieve the call. System-wide hold allows anyone on the phone system to pick up that call. The line button that’s holding will flash green at your phone and red at everyone else’s phone.
UNSCREENED TRANSFER 
While connected to an outside line: 

1. Press TRANS button and dial station number or press the station’s DSS (Direct Station Select) button on your phone. 

2. When the called extension is signaled, hang up to transfer the call or press the ON / OFF button. 

SCREENED TRANSFER 
While connected to an outside line: 

1. Press TRANS button and dial station number or press the station’s DSS (Direct Station Select) button on your phone. 

2. When the person at the called extension answers, announce the caller (i.e. You have a call from John Adams). 

3. Hang up to complete the transfer by replacing the handset or pressing the ON / OFF button. 

ESTABLISHING A CONFERENCE 
1. Lift the handset or press the ON / OFF speakerphone button.

2. Call another station or pick an outside line and call your desired party. When called party answers, tell them to hold on and press CONF. 

3. Add the next conference party by selecting another outside line or intercom station. 

4. Press CONF button again and repeat previous step in a cycle, until all parties are contacted. 

5. When the last party answers, press the CONF button twice. All parties will be connected.  

TERMINATING A CONFERENCE 
To end a Supervised Conference, the conference initiator replaces the handset or presses ON / OFF. 

To end an Unsupervised Conference, press the flashing CONF button while on-hook. 

CALL FORWARDING 
1.Lift the handset or press the On / Off speaker phone button.

2. Press the FWD button. 

3. Dial the desired Call Forward code: 

[0] = Follow me [1] = All Calls via Unconditional [2] = Busy [3] = No Answer [4] = Busy/No Answer 
followed by the station number or the destination where calls are to be forwarded

[5] = Off-net forward unconditionally to a speed bin [6] = Off-net No Answer forward to a speed bin



followed by the speed bin location number. (i.e. station speed bins 000-099, system wide 2000-2499)

[8] = Off-net forward unconditionally to a phone number [9] = Off-net No Answer forward to a phone number

followed by the telephone number where you wish to forward the call. 

4. Confirmation tone sounds. 

5. Replace the handset or press ON / OFF button. 

LEAVING A MSG WAITING INDICATION 

If you dial a station that is unattended or in Do Not Disturb, you can leave a message waiting indicator light. 

1. Press the ON / OFF button. 

2. Dial the desired intercom station. 
3. Press the MSG button. The called party’s MSG button LED will flash slowly. 

4. Press the ON / Off button to end the call. 
INITIATING A CALL BACK REQUEST

Call Back is used when you call a busy extension. 

1. Lift the handset or press the ON / OFF speakerphone button.

2. Call another station. 

3. When you hear the busy tone, press the MSG button and hang up.
4. When the other person finishes his or her call and hangs up the phone, you will be Called Back and notified that they hung up. 
5. Simply lift your handset and that person will be immediately contacted via the intercom.

INITIATING A CAMP ON AND GENERATING A CALL WAITING TONE
Camp On is used when you call a busy extension. 
1. Lift the handset or press the ON / OFF speakerphone button.

2. Call another station. 

3. When you hear the busy tone, press the CAMP ON button. The called party will hear a call waiting beep tone, “Camp-on from ext XXX” will be displayed on their phone and their Camp On light will be flashing. 
4. The called party may press his or her CAMP ON button. The current caller will be placed on hold and they will be connected to the Camped-On party via intercom.
5. The called party may now press the flashing line on hold to return to the original caller.
STORING SPEED NUMBERS 
1. Press the TRANS button then press the SPEED button. 

2. Dial the speed bin location. 

· 000 to 099 = Station speed numbers 

· 2000 to 2499 = System wide speed numbers 

3. Dial the desired telephone number and press the HOLD / (SAVE) button. 

4. Press ON/OFF (Speaker) to end programming. 

DIALING A SPEED NUMBER 
1. Press SPEED and dial the speed bin location or press the preprogrammed speed bin button. 

· 000 to 099 = Station speed numbers 

· 2000 to 2499 = System wide speed numbers
2. When the called party answers, pick up the handset or use the speakerphone. 

DIRECTORY DIALING 
Users with display telephones may view a list of individuals on the telephone system and have the system automatically dial that person. Directory Dialing may also be used to transfer a call from one station to another. 

1. Press SPEED SPEED 1.

2. Using the Volume up and down arrows, scroll through the Directory List to select a name.
3. When the selected name is highlighted, press the HOLD / (Save) button to automatically dial the destination station or outside phone number. 

PROGRAMMING FLEXIBLE BUTTONS 
1. Press the TRANS / (Program) button. 

2. Press the flexible button to be programmed. 

3. Dial the desired feature code or station number from the chart found on page 1-16 of your user guide. 
4. Press HOLD / (Save). Confirmation tone sounds. 

5. Press the ON / OFF button. 

To erase a flexible button: 
1. Press the TRANS / (Program) button.
2. Press the flexible button to be programmed. 

3. Press the TRANS / (Program) button.

4. Press HOLD / (Save). Confirmation tone sounds. 

5. Press the ON / OFF button. 
PAGING

1. Lift the handset.

2. Enter the page number from the following list:
· 549 -- Pages all zones both internally to phones and externally to paging speakers

· 543 -- Pages all phones

· 501 - 510 -- Internally pages a specific group of phones. (Zones 1 - 10)

· 545 -- External page to ceiling paging speakers

3. Make your announcement.

4. Hang up the handset.
PARKING A CALL

Parking a call is similar to placing a call on hold. 
While connected to an outside line: 

1. Press the TRANS button. 
2. Enter the 3-digit Call Park location (601 - 608) and then hang up. 
3. Now make a page or intercom the recipient and inform them that they have a call parked at 601 through 608. 
4. To retrieve the Parked Call, go to any phone and press 601 through 608.

For more information, go to www.ddktele.com or www.sbxip.com
VOICE MAIL: Press MSG (Voice Mail) to access your own voice mailbox. One can also use the MSG button to send an outside caller to someone’s Voice Mailbox. After answering a call, simply press TRANS, MSG, enter the 3-digit extension for the mailbox you wish to reach and hang up.
LOOP: Incoming calls will be received on either a Direct Line Appearance button, (i.e. Line 01, Line 02, Line 20, etc.) or if a call comes in on a C.O. line (Central Office Line) which does not appear on your phone, it will ring in on one of your LOOP buttons.
OFF HOOK VOICE OVER (OHVO): If you call a busy telephone station, this button allows you to speak in the person’s ear even though they are on the phone with another party. The other party will not hear your voice. Only the person you’re calling will hear your voice. The person you’re calling can then respond to you by hitting their mute button. The mute button will toggle between the two callers.
HEADSET / SPEAKERPHONE: This button will toggle your ON / OFF button from being used for a hands free speaker phone call to being used for a call to your telephone headset. This may be programmed on any button on your phone but is frequently programmed as your own extension number.
PICKUP is used to intercept a call ringing at any station within your pickup group. (i.e. An intercom call is ringing to another desk but that person is at lunch. Simply press your Pickup button and the call is diverted to your phone). 
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