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** Important Note:

The extension and mailbox numbers referenced in this guide are the most commonly
used configuration. It does not guarantee that your company will use the same extension and
mailbox numbers due to each systems customized configuration. If you are unsure of what
numbers were used in your configuration, please call or email the NATG service department.
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Phone Outline
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Exit Exit's out of various programming
Security Locks the phone for security purposes (If applicable, IP Phones only)
Message Indicator ... Flashes when you have a voicemail (or a message waiting)
SoftKeys. Corresponds with what the display says
Help Tells how a one touch key is programmed
Function One Touch Keys_ . Used for various features, line keys, intercoms & one touch speed dials
Recall .. Same as Flash key for various features
Feature .. Used for programming
Answer Answers the First incoming call to a specific phone
mMic ... Mutes the microphone while on speakerphone
mMenu . Access to Company Directory, Call History and Ring Settings
Directory o Speed Dials
UD oo Adjusts the volume on the ringer, handset and speaker
bown_ . Adjusts the volume on the ringer, handset and speaker
RrRediad Review the last numbers dialed
Speaker Speakerphone
Transfer . Transfer a call to another extension
Hold Holds the call
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Clock Setting

Change the Time:
1. Press SPEAKER key, enter 728
2. Dial 2 digits for the hour (must be in 24 hour clock time)
3. Dial 2 digits for the minutes
4. Press SPEAKER

Program Set Name

1. Press SPEAKER key, enter 700
2. Enter the extension number
3. Spell out name; press HoLD
NOTE: # moves cursor to right: FEATURE key moves cursor to left

4. Press SPEAKER

Program One-Touch Keys with Functions

1. Press SPEAKER
2. Enter 751
3. Press the key you would like to program
4. Enter 2 digit code from below
5. Press SPEAKER
Code Function Brief Explanation
00 Not Defined Clears the button and leaves it blank
01 DSS/One Touch Extension number or a phone number
03 DND Key Do Not Disturb
05 Headset Key Needed if you are using a corded headset
, , Forwards all calls immediately to desired destination
10 Call Forward immediate
Forwards calls if you are busy or do not answer the
13 Call Forward B/NA call in time to desired destination
37 DND/Call Fwd Override Access to a phone in DND or Call Fwd
01 +*8 Voicemail Key Easy access to check your voicemail
78 Record Records conversation into a mailbox
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System Speed Dial
Program a new Speed Dial

PwpnPE

o 0

7.
8.

Press SPEAKER key
Enter 753
Enter a speed dial code: 000-999

Enter the desired telephone number you want to store (up to 24 digits); NOTE: do

NOT enter a 9 before the telephone number

Press HoLD key

Spell out the name using the dial pad

NOTE: press # to move cursor to right or FEATURE key to move cursor to left
Press HoOLD key

Press SPEAKER key

Use this keypad digit . . . When you want to. . .

1 Enter characters: 1@[¥]" _"{|}ZE"AAAACEEIi®¢

2 Enter characters: A-C, a-c, 2.

3 Enter characters: D-F, d-f, 3.

4 Enter characters: G-, g-i, 4.

5 Enter characters: J-L, j-I, 5.

6 Enter characters: M-O, m-o, 6.

7 Enter characters: P-S, p-s, 7.

8 Enter characters: T-V, t-v, 8.

9 Enter characters: W-Z, w-z, 9.

0 Enter characters: 0!“#$%&’()60uadioac.

* Enter characters: *+,-./:;<=>?BEcS8¢f
# = Accepts an entry (only required if two letters on the same key are

# needed — ex: TOM). Pressing # again = Space. (In system
programming mode, use the right arrow Soft key instead to accept
and/or add a space.)

FEATURE Clear the character entry one character at a time.
HOLD Clear all the entries from the point of the flashing cursor and to the right.

To Use Speed Dial

1. Lift handset or press speaker key

2. Press REDIAL key
3. Enter desired code

OR: press DIR, then SPD, use arrow keys to scroll OR press a letter on the dial pad then use
arrow keys to scroll

Delete a Speed Dial

1. Press SPEAKER Key and Enter 753

2. Enter the Code you would like to delete: 000-999

3. When the name and number appear, press EXIT (Top left key)
4. Press SPEAKER key
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Record Greetings:
Open up Administrator

YVVVY

Click on Voice Messaging

File  Edit f window Help

Enter in your Name, followed by your Pin (Same as your phone password)
See the welcome Administrator Sign, click on the X

@ Announce
%) General
[l Companies
M Holidays
T Licenses
& Security
& Lines
(4 Phonebook.
i system Queues
@ System Prompts

-ﬂ Dialing Rules

Ready [2612 msec]

Language: |Englsh
8% Yoice Messaging

& console

 Queuing Welcome to Administrator X

Flease choose a task you wish to perform now...
['ou can run these wizards at any time from the File > Wizards menu)
74 idd riew contact to Phonsbook
4 Resat PIN
4 idd new Maibox
b idd new Agent
4 idd rew Queue
34 bl 5 new Mode
4 hasian/change Agent's login Classss
4 el & new Announcement

[] Do not show this dialog nest time Administrator starts

» Click on Mailboxes

Q Administrator - [Mailbox Classes]

file Edt Window Help

el

Language: |Englih

Name
*# Yoice Messaging
id G dvanced Users
[ wrabox Classes G General Lisers
&R 0iSie
4 Mailboxes &8 system

@ Default Profiles

£, Distribution Lists

& console

# Queuing

@® Announce

i Fanaral

Desciiption

Advanced Mailbox Users
General Maibox Ussrs
DffSite Maibor Users
System./Company M ailbo
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» Double Click on (Company Name) System

[ Administrator - [Mailboxes]
File Edit ‘Window Help
YHE N B X Language: |English -
§ i User ID | First Name | LastName | Cunent Profile | Inactive |
Yoice Messagin
100 Karen Marison <Inthe Offices
€8 Maibox Classes #2101 Kiystle Moatebos <Inthe Offices
102 Tani Harman <Inthe Offices
@ Mailboxes 5 103 Martin Harmar <Inithe Offices
%104 Derise Weinberger <Inthe Dffice>
@ Defauk Profiles 2 105 Obie: Bimer <In the Dffice>
a 107 Arna Visser <In the Dffice>
4 Disrbution Lists 2108 Deanra Sherban <Inthe Offices
#1m Michele Belanger <Inthe Offices
#2112 Kevin Harman <Inthe Offices
#1185 Carly Myttenor <Inthe Offices
% 116 James isser <In the Office>
=117 Derise: Zurowski <In the Dffice>
%118 Gary Wyrboom <Inthe Dffice>
120 Dave Harman <Inthe Dffice>
#2125 Dave Coulson <Inthe Office>
150 Peter Visser <Inthe Offices
# 180 Emergency On Call Might System
% 201 Girace Dalumpines <Inthe Offices
52 207 Kenneth Raine <In the Office>
2 208 Doug Halkstt <In the Offics>
& 209 Kristi LePore <In the Dffice>
#2211 Pater Feldman <Inthe Dffice>
7212 #lan Muithead <Inthe Office>
%213 Bany Baoth <Inthe Offices
#2214 Gireg Muithead <Inthe Offices
% 251 Paul Barnnick <Inthe Offices
&2 256 Jamie Eridger <In the Officex
2 257 Kevir Sauer <In the Dffice>
& 258 Pat Seabough <Inthe Dffice>
P 4 Paulson Chena <Irthe Dffice>
& cronsale %2 430 NATG System Night System
433 Name Search Might System
& Queuing
® Announce

> Click on Presence Profile

X]

ox Settings for NATG System [H]

General | Presence Profiles ” Caller Profiles ” Distribution Lists || Schedule || One-Touch Keys ” Urified Meszagirl 4 | *

[#1] NATG System

Dretault Profiles

Company kailbox

The curmently active profile is: | Might

When the b ailbox uzer iz on the phone, use: | <Personal>

At play date and time:
) Don't play
(@) Before message

) after message

I zilbow M ame Fecording

File Edit . & | P Flay @ Record M Siop

Force PIM change wizard
[C] Force Mame recording wizard

[[] Force Greeting recording wizard

Apply
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» Double click Day/Night/Holiday (Depending on the greeting you would like to change)
&

D Mailbox Settings for NATG System [#1]
General | Presence Profiles |Ca\le| Profiles || Distribution Lists H Schedule || One-Touch Keys H Unified Messagir| * |
# | Profils | Forward | Presence | lgnore Calendar |
0 0 Day Mo Mo Mo
© Bl Hight Mo Mo Mo
@ B4 Haliday Ha Mo Mo
New. Edit... Delete Edit Pre Record Prompt...

> Press|@® to be connected to your phone, then press play to play the message or record
to record a new message

m Presence Pran I
y A
Profile Name: |Day y AR A

Fraflle Image.
Prafile Type: System l [~
[Enaish /

Language
“wihen Profile is selected: | Tum Forwarding OFF 7 .

Options
[ ] Play Pre-Record prompt

Profile Greeting

b Play @ Recod M Sion

Advanced 0K | [ Concel | [ Hep

» Press okay when finished.
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Activate Holiday Greetings:

Open up Administrator
Enter in your Name, followed by your Pin (Same as your phone password)
See the welcome Administrator Sign, click on the X
Click on General
o

Eicl Edit Window Help

YV VYV

Language: |English v 22

%8 Yoice Messaging
&4 consale
i Queuing Welcome to Administrator X
JAnnounce Please choose a task you wish to perform now,
A [Y'iou can run these wizards at any time from the File > Wizards menu]

¥ General 4 idd new contact to Phonebook
e 4 Reset FIN
[l Companies 4 Add new Mailbox
4 Add new Agent
X Holidays 4 el new Queve
- > acdanew Mo
#+ Besignschange &gent's login Classes
& Security 4 idd & new Annauncemert
& Lines

(4 Phonebook
T System Queues (] 0 nat show this dislog nest time Administrator starts

@ System Prompts

42 Dialing Rules

Ready [2812 msex]

» Click on Holidays

‘0 Administrator - [’:lm panies]

File Edit Window Hel

}f P Language: |English £
Internal | Eut |
244 Yoice Messaginl HEMa
Compary
S Console Wl HATG

|
i Queuing I
/

@ Announce

¥ General I

E Cumpani

o Holidays

} Licenses

[ﬁ] Security

& Lines

[l Phonebook
ﬁé’}) System Queues
@ System Prompks

JL?I Dialing Rules
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» Double Click on Stat Holidays

|0 Administrator - [Holidays]

Fle Edt Window Help

200 W B 3| Languags: ffngish
me Fiom To Schedules Configured:

¢ Voice Messaging

P Stat Holidays  B/30/2003 4:25:..  711/200311:53 Nome Schedule

& console

i Queuing

@ Announce

7 General
A companies
|; Holidays
R Licenses
& Security
& Lines
[4l Phanebook
 System Queues
@ system Prompts

3 Dialing Rules

> Enter in the start date/time and the end date/time

O Administrator - [Holidays]
File Edit Window Help

W E X Language: |English

¢ Yoice Messaging Moo fiom lo Schedules Configured:
X Stat Holidays N\ 5/30/2009 4:25:..  7/1/2009 11:53... N Soredie
& console Mailboxes 0 4 3

WG Ssen T

Eﬁ Queuing

@ Announce

¥ General

w Campanies

|; Holidays

”R Licenses
iting Holiday "Stat Holidays'

(@ Security

& L Holiday Mame: | Stat Holidays]

nes

(& Phonebonk Sttt | Bra0/2009 [v] | 4zmmrm 2

End: | 7 172009 [v] [11595aPn &

@?Q System Queues

@ System Prompts

17_2] Dialing Rules
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Record Delay/Queue Messages (If Applicable)

Open up Administrator
Enter in your Name, followed by your Pin (Same as your phone password)
See the welcome Administrator Sign, click on the X
Click on Announce
)

Ele @t Window Help

YV VYV

Language: |English v 22

ice Messaging
nsole

M Welcome to Administrator X

@ Announce Please chaose a task you wish to perfom now
[Y'iou can run these wizards at any time from the File > Wizards menu]

&

%)

¥ General 4 idd new contact to Phonebook
e 4 Reset PIN
[l Companies 4 Add new Mailbox

4 Add new Agent

P Holidays 4 idd new Queve
b
_ £ Add 2 new Mode
P2
T " .
R Licenses 4 Besignfehange Agent's login Classes
& secuity 4 idd & new Annauncemert
& Lines

(4 Phonebook
T System Queues (] 0 nat show this dislog nest time Administrator starts

@ System Prompts

42 Dialing Rules

Ready [2812 msex]

» Click on Progress, then on operator Progress

/ /
/

|O Administr’or - [Progress]

Progress Announcements: Positions:

B | Ino Outro #
| i LevellOutiol @1
2 @ Level2Intiol Level20utiol 02
@3
04

@5 Position51

eserved Prompts
B Progress

£ Positions

203 Auto Attendants
03 IvR Prompts

9 Customer Queries

& Surveys

Queues:

Oueue Type
) N/ Dperator (435) Phone
) Abby Operator (434] Phone

% General Add Quaues

Progress: 2/1

North American Telecommunications Group
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» Double Click on Level 1 for the first delay message or level 2 for the second delay
message

| Administrator - [Progress] y 4
Eile Edit Window Help

P T S I e —

7 voi - Arnounce Group Name Frogress Annauncements: Fositions:

'oice
v TR £ [Gperator Pogiess # Outro # Posttion
& console 8, Progress Group 1 S /® LevellOutiol ®1  Position11
e 2 é Level2Introl Level20utiol @2 Position21

# Queuing @3 Positiond1

" @4 Positiond1
3 nnounce o5

Position51
@ Announcements

@ Reserved Prampts
|8 Progress

B Positions

43 Auto Attendants
°ﬁ= I¥R Prompts

9 Customer Queries

B Surveys

Add Into.. Add Outro.. Edi... Delete Add... Ed... Delete

Queues:

Queue Type
) N Dperator (435) Phone
i Abby Operator (434] Phane

7 General Add Queues Remove Oueues

[ Progressi 211

> Press|@ to be connected to your phone, then pregs play to play the message or record
to record a new message

n Editing Outro Greeting 'Level10utru’-
y 4

Progress Level |1 | Name:  LevgfOutiol

() Mo mare announcements

GiMeamounce: |0 |2 [segffhds)

[#] Show

A repreWgtative will attend to y‘a” a3 500N &% [ le |
File Edit & b Py @ Reclid W o

LaWgage: | Engish

> Press okay when finished/
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Reset an Employee’s Mailbox PIN (Security Code)

» Open up Administrator

» Enter in your Name, followed by your PIN (Same as your phone password)
» See the welcome Administrator Sign, click on Reset PIN
o 5

» & L2 Language: |English v

%2 Voice Messaging

& console
 Queuing Welcome to Admigfrator X
7 Please choase a task yogfhisn ta perform nau...
- [You can 1n these wilis at any time from the File > Wizards menu)
% General 4 idd new cofact to Phonsbook.
—_—_ 4 Reset PIN

il companies 7 bdd new Mailbax

4 Add rew Agent
X Holidays 4 idd rew Queue
R 4 Add & new Mode
censes 4 hssiandcharge Agent's login Classes
@ securiy 4 Add & new dnnouncement
& Lines

(4l Phonebaok
i System Quaes (1D ot show this dislog nest time Administrator starts

@ System Prompts

/_?1 Dialing Rules

Ready [2612 msec]

> Select the company name the employee works for, then press next
> Select the employee(s) you would like reset, then press next
» Click Enforce PIN change for the selected user(s)

Reset PIN Numbers

Set Force PIN

You can alzo force the selected user(z) to change their PIN. Uzers will be asked
to change their PIN when they next log in to Desktop.

-) Enfonze PIN change for the selected user(s)

» See the names of the mailbox PIN’s to be reset, then press Finish

Note: Employee’s PIN will be reset to the default code(2222) and the employee with
be forced to change it next time they access their mailbox

/Jﬂﬂ_? North American Telecommunications Group
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Adding a Profile to the Presence Page

» Open up Administrator
» Enter in your Name, followed by your PIN (Same as your phone password)

» See the welcome Administrator Sign, click on Add new Contact to Phonebook
(2]

Fle Edt Window Hep

Language: |Endlish ~ e’

% Voice Messaging

£ Console

§ Quening Welcome to Administrator
@ Announce Please choose a task you wish to perform
- - [You can fun these izards at any time fro

> General 7t bl new cantact to Phanebock
e ¢ Fieset FIN
[l Companies ¢ dd new Maibos:
4 Add new Agent
4 4dd new Queue
¢ Add anew Mode
4 basiansehange Agent's login Classes
t 4dd anew Announcement

B Holidays
T Licenses
i@ Security
& Lines

Ll Phanebaok

 system Queues 2] Do not show this dislog nest time Administiatar starts

i System Prompts

Enter in Contact name and press Next
Select the company you would like to add the contact to
Enter the extension number and desired telephone number(s) then click next
Click on the default number you would like the contact to be reached at
Select the security class (Note: Usually Basic User)
If you this contact requires a mailbox, click on “Yes, create the new Mailbox
for this contact now”, then click next

Note: if no mailbox is required, then click next twice followed by finish
Select mailbox class (Note: usually General users)
» Click next followed by finish

YV VVYVY

A\
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Create a Profile Schedule:
» Click Mailbox Settings

[+ Microsoft Outlook
ile Edit  Yiew Go JIools Actions ﬂe\p

HEST [ send/Receive - | [ Search adcress books

¢ <Inthe Office> = s
) search B i #&Dial & H

Faldar I ict « Hﬁ Phana -

> Click on Schedule

:'Gwd'ﬁmw'mm= Dot e |

[#28] Krystle Nootebos
Daladt Profies

The tustenty ot profisin: | <intha Offices ¥
‘hen the b user i o the phone,ure: | Persors ]
Madicss N Fiecodng Muitt play e and e
Fle Gl @ & F Py @ Pacod ™ o O ort play
) Befute mnssage
) e meazage.

» Click on Enable Schedule
Iammlmhu-wI“ Schetie | (T
[t St

Schadu of Pressnce Profies

o Show Week. I ShowHokdass Showoth

x Seltings for Krisli LePore [#14]

> Double Click on the day you would like to creat a schedule

» Click and move edges to the desired time
> Right click and choose your presence for that time

Mailbox Settings for Kristi LePere [#14]

Genera | Piesence Prolies | Calls Profles | Disirbuon Lity - 5efickdé | Dine-Touch Ky | Unified Measagi ¢ | ¢

¥ sl Schadie
Schckue of Priserce Profie;
[ " ShowHodays " Show Bolh

» Click Apply followed by OK
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NORTH AMERICAN TELECOMMUNICATIONS GROUP

Abbotsford Head Office

1919 Sumas way
Abbotsford, BC V2S 4L5
Phone: 604.856.9155 / 604.853.6699 Toll Free: 877-856-9155
Fax: 604.856.9246 / 604.853.6342
Email: service@natgtelecom.com

Vancouver Office

9-1585 Cliveden Avenue
New Westminister, BC V3M 6M1
Phone: 604.526.2129 Toll Free: 877-856-9155
Fax: 604.526.5972
Email: service@natgtelecom.com

Victoria Office

Phone: 250.361.4696 Toll Free: 877-856-9155
Fax: 604.853.6342
Email: service@natgtelecom.com
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