BIZFON 680

Administrator's Guide

—_——

anjgi



//—\

BlZFfﬁ'-\"

Bizfon, Inc.

50 Stiles Road
Salem, NH 03079
Tel 800.282.6163
Fax 877.603.4149

www.bizfon.com



Notice

© 2005 Bizfon, Inc.
All rights reserved.

This document is subject to change without notice.

Bizfon, BizTouch and the Bizfon logo are trademarks of Bizfon,
Inc.

All other trademarks are held by their respective owners.
Printed in the United States of America.

PN: 050-00020:D

Bizfon, Inc.

50 Stiles Road
Salem, NH 03079
Tel: (603) 870-9400
Fax: (603) 870-9250
www.bizfon.com

Bizfon Administrator's Guide



Bizfon , Inc.



Preface

Preface

Congratulations on your purchase of aBizfon! Your Bizfon 680
will transform how your business communicates, making you
more available, informative, and responsive to your customers.

About this Administrator’s Guide

This guide provides information for installing, setting up, and
using your Bizfon system. Keep this manual handy for future
reference. The following table detail s where you can find infor-

mation in the guide:

For information about . . .

Referto. ..

Installing one Bizfon 680

“Section 1 Installing Your
Bizfon 680" on pagel

Installing more than one Bizfon
680 to create a cluster

“Appendix A Professional
Installation Guide’ on page57

Adding unitsto an existing
installation

“Adding Unitsto an Existing
Installation” on page73

Removing units from aBizfon
680 cluster

“Removing Units from an Exist-
ing Multibox Installation” on

page 74

Initial Bizfon settings

“Section 2 Initial Bizfon Set-

and detail s about voice mail

tings’ on page9

Setting up your system “Section 3 Setting up Your Sys-
tem” on pagel/

Setting up and using extensions | “ Section 4 Setting Up and Using

Extensions’ on page39

Using your Bizfon with other
office equipment such asfax
machines

“Section 5 Using your Bizfon
with Other Office Equipment”
on page53

Bizfon Administrator's Guide
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Preface

For information about . . .

Referto. ..

Changing the language that the
Bizfon speaks

“Appendix B Multi-Language
System Setup” on page8l

Specifications of the Bizfon 680

“Appendix C Bizfon 680 Speci-
fications” on page85

Regulatory and safety informa-
tion

“Appendix D Regulatory and
Safety Information” on page87

Telephone-Specific Documents

In addition to this Administrator’s Guide, your Bizfon may
come with the following documents:

* Bizfon 680 Wallet Cards

* Reference Cardsfor BizTouch Feature Telephones

» Reference Cardsfor Non-Bizfon Telephones

NOTE: Refer to the telephone-specific documentsfor all
instructions on telephone-specific commands, like
how to forward or transfer calls, or put calls on hold.
This Administrator’s Guide describes Bizfon 680 sys-
tem-specific features.

vii
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Section 1
Installing Your Bizfon 680

TIP! Bizfon recommends professional installation.
Call 877 603 4100 to order your professional
installation.

This section is an overview of how to install asingle

Bizfon 680. For easy installation instructions, refer to the
Bizfon 680 Quick Start Card. For your convenience, the Quick
Start Card is reproduced in this section.

If you areinstalling more than one Bizfon 680 to create a clus-
ter, or are having your system professionally installed, see
“Appendix A Professional Installation Guide” on page57 for a
detailed guide for professional installers.

Bizfon Administrator's Guide 1



Section 1 Installing Your Bizfon 680
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Section 1 Installing Your Bizfon 680
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Section 1 Installing Your Bizfon 680

Mounting Your Bizfon 680

The Bizfon 680 includes a mounting bracket to attach the unit
toawall.

To mount your Bizfon 680 to awall, follow these steps:

1. Find alocation for the Bizfon 680(s) within four feet of an
electrical outlet or power strip.

TIP! Bizfon recommends that you connect the unit(s)
to an uninterruptible power supply (UPS).

2. Attach the bracket to the wall.

A. Refer to the following figure for proper positioning of
the bracket and mark four positioning holes on the wall
where you will install the Bizfon 680.

B. Attach the bracket to the wall vertically, using the
enclosed screws, or screws and drywall anchors, as
appropriate for the type of wall on which you are
mounting the Bizfon 680.

When using the anchors on drywall, pre-drill a3/16”
pilot hole. When using the anchors on concrete, pre-drill
al/4” pilot hole.

' Note orientation
of bracket

3. Lock the Bizfon into place on the bracket by positioning it
over the bracket and diding it down onto the tabs of the
bracket as shown in the following figures.

4 Bizfon , Inc.



Section 1 Installing Your Bizfon 680

A. Align the four tabs on the mounting bracket with the
four dots on the bottom of the Bizfon 680.

B. Slide the bracket until it snapsin place with the tabs
secured in the dots.

Bizfon Administrator's Guide 5



Section 1 Installing Your Bizfon 680

Connecting Your Phone Lines and Extensions

After you have positioned the Bizfon 680, you can easily con-
nect your incoming lines and extensions.

Refer to the following figure as you connect your lines and

extensions:
E 3o «——— Ext201
Ego «—  Ext 202
Eﬂc «——— Ext203
Ego «— Ext204
Eﬂo «+— Ext205
E o <«——— Ext 206
| E o -———  Ext207
Eﬂo «——— Ext208
—
S —
—
 —
E—
—
S EH° - Network Port
— | o
v/
@ - Voice Vault Port
For Upgrades
T = o
EHO Expansion Ports
Blue Button EH
For Diagnostics
] Emergency Phone Ext
Ego -———  For Power Failure
D «——— CO1
E e «——— CO2
Eﬂc «——— CO3
Fle «—— CO4
Flo «——— CO5
Egg “«— CO6

T T— Line In for Music on Hold

Power
Cord

Serial Port Line Out to PA
For Factory Use Only

Dry Contact Relay
For Future Use

6 Bizfon , Inc.



Section 1 Installing Your Bizfon 680

1. Connect the lines from the wall jack to the ports on the
Bizfon 680 labeled “INCOMING TELEPHONE LINES'.

2. Connect the lines from your telephone extensionsto the
ports label “EXTENSIONS”.

Connect the telephone that is to be extension 201 to the port
labeled “201” and continue with each phone until all are
connected.

You can connect a fax machine to any extension on the
Bizfon 680, but do not connect a modem.

3. After you have connected the phone lines and extensions,
plug in the power cord and wait until you hear “The Bizfon
isready ..."

Run the diagnostics as described in the next section.
Running Diagnostics

After connecting your phone lines and telephones, run diagnos-
tics to ensure that the Bizfon 680 is working optimdly.

NOTE: You cannot usethe Bizfon 680 for calls during
diagnostics.

1. Pressthe blue button in the center of the Bizfon 680.Y ou
hear:

“Welcome to the Bizfon diagnostics. Note that
during the diagnostics, the Bizfon may not be
used for calls. To run diagnostics on incoming
telephone lines and telephones, press the button
again.”

2. Push the button again. You hear:

“ Now running the incoming telephone lines test.
The LEDs for each incoming line flash if a dial
tone isdetected. Each lineisretested every few

Bizfon Administrator's Guide 7



Section 1 Installing Your Bizfon 680

seconds. To end this test and continue with the
voice quality test, pressthe button again.”

While the diagnostics run, verify that all incoming lines have
blinking LEDs. Thisindicates that they are functioning cor-
rectly.

3. Push the button again. You hear:

“ Incoming tel ephone lines test complete. Now
running the voice quality test. Please wait for the
test to complete.”

The voice quality test determines the sound quality of your
phone lines and automatically selects parametersto optimize
the audio for your installation. The test normally takes about
two minutes to complete. You hear a prompt letting you know
that the test isin progress as the test isrunning.

When the test completes, you hear:

“\Moice quality test complete. Now running the
extensions test. Extensions will ring consecutively
until the button is pushed again.”

Thistest verifiesthat all physical extensions are connected to
the Bizfon correctly.
4. Push the button again. You hear:

“ Extensionstest complete.”

The system announces that it isready and also announces the
current time and date To set the time to your local time refer to
“Setting the System Clock” in the Owner’s Guide.

Your Bizfon 680 is now ready.

Bizfon , Inc.



Section 2
Initial Bizfon Settings

This section gives you an introduction to the features of the

Bizfon 680. It detailstheinitia settings and how to change
them.

Overview

Your Bizfon system isready to use right out of the box. How-
ever, you may choose to change some settings to meet your
company’s specific needs.

You can work with some common settings yourself such as:

» Changing your automated Day or After Hours Greetings
» Turning the automated greeting off
»  Setting the System Clock

Other changes we'll make for you; just dial 299 to reach a Cus-

II:I.T_ £ tomer Care agent.We'll consult with you to set up your Bizfon
to meet your company’s unique needs.
Changes you can make Referto. ..
Set up physical extensions “Setting Up Physical Extensions

In the Office’” on pag ell

Set and change a system pass- “Setting Up and Changing the
word

System Password” on pag €11

Set the system clock “ Setting the System Clock” on

page 13

Change the automated greetings | “Changing the System Day

Greeting” on page20

Bizfon Administrator's Guide




Section 2 Initial Bizfon Settings

Changes you can make

Referto. ..

Enable or disable after hours
mode

“After Hours Mode” on page22

Turn the auto attendant of f

“Turning Off the Automated
Attendant” on page23

Changethelist of after hours
extensions

“Changing the List of After
Hours Extensions’ on page26

Set which extension rings when
acaller presses0

“Choosing which extension rings
when callers press 0" on page26

Set up agroup ring so that cer-
tain extensionsring at the same
time

“Setting up a Group Ring when
callers press 0" on page28

Create informational messages

“Informational Messages’ on
page 29

Set up music on hold

“Music-on-Hold” on page32

Create virtual extensions

“ Setting up Virtual Extensions
(250-264)" on page4l

Changes that Bizfon Customer Care makes

Set the Bizfon 680 to answer a
specific telephonelineand ring a
specific extension

Disableindividual extensions
from making outside calls

Have a fax machine automati-
cally use an outside line when
sending faxes

Program the Automated Atten-
dant to perform different actions
based on acdler's key input

10
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Section 2 Initial Bizfon Settings

Setting Up Physical Extensions In the Office

The yellow jacks labeled Telephones on the Bizfon 680 are
assigned to physical extension numbers starting at 201.

When you first set up an extension, you indicate whether it is
going to be a private telephone, apublic telephone (such as a
telephone in a conference room), or afax machine.

If it is a private telephone, you record your name in order to
start receiving voice mail. You can also record a greeting and
choose a password.

NOTE: If youdo not set up a password, you cannot access the
Bizfon remotely.

When you first pick up the handset of atelephone connected to
the Bizfon, the system prompts you with the following:

“\Welcome to extension 201 <the number of the
extension you' ve picked up>.To set up this
extension now, press 1; otherwise, press*.”

 If you press[1 to set up the extension, you are prompted
through a series of options to configure the extension. Sim-
ply follow the prompts to configure an extension.

+ You can press[] to defer setting up your extension.You then
hear adia tone and can place calls.

Setting Up and Changing the System
Password

The system password prevents unauthorized people from
changing your Bizfon 680 General Settings.

The system password must be from 3 to 10 digits long (Pass-
words for voice mail and personal settings are separate from the

Bizfon Administrator's Guide 11



Section 2 Initial Bizfon Settings

system password and are set up as part of configuring an exten-
sion).

If you forget your system password, call Bizfon Customer Care
at 299.

To change the system password:

1. Pick up any Bizfon telephone extension and access Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#A»  seTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.
Press[2] for security options.

Press[1] to set the password.

Follow the prompts to set the system password.

o WD

System Greetings

The Bizfon 680 is shipped with automated attendant greetings
for both Day and After Hours modes. The Bizfon automated
attendant provides an immediate, automated greeting for callers
to your business.

Your Bizfon comes with the following automated attendant
greeting:

12
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Section 2 Initial Bizfon Settings

“ Thank you for calling. If you know your party's
extension, you may dial it now. For a list of
extensions, press 1. To reach the operator, press 0,
or wait and you will be transferred.”

See “ Section 3 Setting up Your System” for instructions on how
to change the Day and After Hours Greetings, and “ Automated
Attendant Greetings” on pagel9 to control how the automated
attendant works.

Setting the System Clock

The Bizfon 680 is shipped with the clock preset to Eastern Stan-
dard Time. You may want to change thisto reflect your time
zone or changesin Daylight Savings Time.

To set the clock, do the following:

1. Pick up any Bizfon telephone extension and access Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#A»  serTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dia extension 200, then enter the system password (if one
has been configured) to access General Settings.

3. Press[4] to set the clock.
4. Follow the promptsto enter the time and date.

Bizfon Administrator's Guide 13



Section 2 Initial Bizfon Settings

Bizfon Extension Numbers

200: General Settings

Extension 200 provides access to General Settings. General Set-
tingsinclude things such as automated attendant greetings, the
clock, and informational messages.

To access General Settings:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘:I SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial extension 200 to access General Settings.

3. Enter the system password (if one has been configured) and
press(#].

4. Follow the prompts to select the General Setting you want
to change.

Physical Extensions

Universal Extension numbers are assigned to the yellow jacks
on the Bizfon 680 |abeled Telephones. These extensions are
used to connect physical telephones. Jack 1 isfor extension
201, jack 2 isextension 202, and so on, through jack 8, whichis
extension 208. If you have more than one Bizfon 680, physical

14
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Section 2 Initial Bizfon Settings

extensions can go up to 232 (in afour-box cluster). For exam-
ple, if you have two Bizfon 680s, Unit 1 hosts extensions 201
through 208 and Unit 2 hosts extensions 209 through 216.

Extension 201 rings by default when callers press(©] or dial 201
in Day mode. For more information, see “0: Operator” on

page 16.

Any extensions can be configured by the user for one or more
fax machines as well. See “Fax Machines’ on page53 for more
information.

249: Public Address

Bizfon users can send messages to a public address system via
their extension, by dialing 249.

On BizTouch 1 Feature phones, Public Address can be accessed
by pressing thePA button.

Use of thisfeature requires connecting your Bizfon to aPA sys-
tem. For more information on how to set up your Bizfonto aPA
system, see “Audio Devicesfor Public Address” on page55.

250-264: Virtual Extensions

250 through 264 are extensions which do not correspond to any
physical jacks on the Bizfon 680. Virtual extensions have their
own voice mailboxes, and allow users not requiring a physical
extension full accessto the Bizfon system.

The Bizfon allows you to set these extensions up to ring at a
telephone of your choice: for example, your cell phone, or your
home number. You can even set up avirtual extension to ring a
specific physical extension (201-208) if, for example, you share
an office with three other people and you are the oneusing it
today.

Bizfon Administrator's Guide 15



Section 2 Initial Bizfon Settings

The use of Virtual Extensions requires the presence of an
optional Voice Vault card. The Voice Vault card alowsyou to
set up voice mail accounts for extensions 250-264. Without the
card, these extensions are not accessible to the Bizfon 680.To
order aVoice Vault card, dial 299.

For more on how to set up aVirtual Extension, see “ Setting up
Virtual Extensions (250-264)” on pag e41.

290: Meeting Room

Up to five callers can meet in a meeting room by dialing 290.
Users can beinternal or external, but some access restrictions
apply to external callers.

On BizTouch feature phones, you can access the Meeting Room
by pressing the CONF or CONFERENCE button when you
have callers on hold.

0: Operator

Extension 0 isthe Operator, or Receptionist extension. By
default, when the user presses [2) in Day mode, Extension 201
rings. See “ Operator Extension” on page26 for more informa-
tion on how to change this default configuration.

299: Bizfon Customer Care
To reach Bizfon Customer Care, dial 299.

Call v
[T _|_,-|’i._
Feel freeto call to request information or assistance.
NOTE: Bizfon Customer Careisincluded when you purchase
BizCare Complete. If you have not purchased Biz-
Care complete, there is a per-call charge for this ser-
vice after thefirst thirty days of ownership.
16 Bizfon , Inc.



Section 2 Initial Bizfon Settings

Power Failure Telephone

Connecting and Using a
Power Failure Telephone

Your Bizfon includes ajack (labeled Power Fail Telephonein
red) for connecting atelephone that can be used in the event of
apower outage.

In the event of a power outage, The Power Fail Telephone jack
connects to CO line number 1, so be sure that one of your tele-
phone linesis connected to the jack marked “1-2.”

Note that the telephone used with the Power Fail Telephone
jack should be anon-AC powered telephone in order to work
during a power failure.

Emergency Use

Dialing Emergency Numbers

Dial [2] to get an outside line, then did 911 or the emergency
number you are trying to reach.

Bizfon Administrator's Guide 17
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Section 3 Setting upYour System

Section 3
Setting up Your System

Introduction

This section tells you about the ways that the Bizfon 680 can
handle incoming telephone calls. Incoming call handling refers
to how callsare handled asthey comeinto the Bizfon 680. This
section provides information on:

» How to configure the incoming call greeting options for the
Automated Attendant Day and After Hours modes

» How to configure the Operator extension
* How to set up informational messages

Once an incoming call is directed to an extension, you can
choose how to handle the call at that extension. See “Section 4
Setting Up and Using Extensions’ on page39 for information
on configuring how calls are handled once they reach an exten-
sion.

The Automated Attendant Profiles

The Bizfon 680 comes with three pre-set profilesfor how the
automated attendant handles incoming calls. You can select one
of these profiles for Day mode and sel ect another for After
Hours mode. The three pre-set profiles are:

* Thedefault Day mode:

A. Incoming callers hear the Automated Attendant
greeting.

B. If callersdo not dial an extension, they are transferred to
the operator.

C. If the call isnot answered, the call goesto the Operator
mailbox.

Bizfon Administrator's Guide 19



Section 3 Setting upYour System

The default After Hours mode is essentially the same,
except:

A. The After Hours greeting is played.

B. If callersdo not dial an extension, all extensionsring.

C. Then the call goesinto the Operator mailbox if the call
isnot answered.

e Auto Attendant is turned off:

A. Incoming callersring the Operator in Day mode or al
phonesin After Hours mode.

B. Then calls go to the Operator mailbox if the call is not
answered.

* Auto Attendant plays after an extension is tried:

A. Incoming callersring the Operator in Day mode, or all
phonesin After Hours mode.

B. If thecall isn't answered, the Day or After Hours
Automated Attendant greeting is played.

C. If the call isstill not answered, the call goesto the
Operator mailbox.

To change your call profile:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

20
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Section 3 Setting upYour System

call T
1 _|_,-|’i._

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial extension O, then enter the Operator password (if one
has been configured).

3. Press(2] to choose how the auto attendant works, and follow
the prompts.

NOTE: Tochangethe Day cal profile, be sureyou arein Day
mode. To change After Hours call profile, be sure you
arein After Hours mode.

If you want to set up acustomized incoming call handling pro-
file, Bizfon can do it for you. Please call 299 to request special
incoming call handling.

Automated Attendant Greetings

The Bizfon automated attendant provides an immediate, auto-
mated greeting for callersto your business. By configuring your
system greeting optionsin different ways, you can be respon-
sive to callers by providing specific information through your
system greetings.

You can change the greeting that people hear when they call
your company. Your Bizfon comes with this default auto atten-
dant greeting:

“ Thank you for calling. If you know your party s
extension, you may dial it now. For directory
information, press 1. To reach the operator, press O,
or wait and you will be transferred.”

You can use this generic greeting, record your own, or you can
purchase a professionally recorded greeting by calling Bizfon
Customer Care at 299.

Tips for composing a greeting:

Bizfon Administrator's Guide 21



Section 3 Setting upYour System

*  Write down what you plan to say.

* Includeall of acaler’soptions. (See sample greeting
below.)

» Describe each option before telling the caller what number
to press (for example, “For alist of extensions, press 1.”)

* Read the greeting aloud before you record it to be sure you
like the way it sounds.

Sample greeting:

“ Thank you for calling Phassenphepher Consulting.
If you know your party’s extension, you may dial it
now. For directory information, press 1. For
directions, press4. For hours, press 5. To reach the
receptionist, press 0, or wait and you will be
transferred.”

For help on creating multi-language greetings, see “ Other Lan-
guage Considerations’ on page4>s.

Changing the System Day Greeting
You can change the system greeting at any time. Before chang-

ing it, we recommend that you write it down and practice speak-
ing it before making the recording.
To change the default system day greeting, do the following:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines

22
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Section 3 Setting upYour System

Bizfon conference series phone or non-
w BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dia extension 200, then enter the system password (if one
has been configured) to access General Settings.

3. Press[2] to change Automated Attendant greetings.

4. Press[1 to change the System greeting.

5. The current greeting is played and you are prompted to
accept the greeting or changeit.

6. Press[2] to record the new greeting.

7. Pressany key when your are done recording the new greet-
ing.

8. Thenew greeting is played. Press[1] to use the greeting or
press[?] to re-record the greeting.

Resetting the Greeting to Factory Default
If you'd like to revert back to the factory-set system day greet-

ing, follow the instructions above, and press[] to choose Delete
Greeting.

Bizfon Administrator's Guide 23



Section 3 Setting upYour System

After Hours Mode

The Bizfon After Hours mode enables you to set up your sys-
tem for operation after normal business hours.

When After Hours mode is enabled, the Bizfon playsthe After
Hours Greeting, then it rings all extensions. After a specified
number of rings, callsare directed to the Operator mailbox at
extension 0.

To select specific extensions to ring in After Hours mode, see
“Changing the List of After Hours Extensions” on page29.

To enable or disable After Hours Mode:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#A»  seTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Enter an extension, or press(#] for the current extension.
3. Enter the extension’s password.
4. Press(®] to enable or disable After Hours Mode.
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Changing the After Hours Greeting

You can change the after hours greeting at any time. Before
changing it, we recommend that you write it down and practice
gpeaking it before making the recording.

To change the After Hours greeting, do the following:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.

Press (2] to change Automated Attendant greetings.

Press[2] to change the After Hours greeting.

The current greeting is played and you are prompted to

accept the greeting or changeit.

Press(2] to record the After Hours greeting.

7. Pressany key when you are done recording the new greet-
ing.

8. The new greeting is played back. Press [1] to use the greet-

ing or press(2] to re-record the greeting.

A N

o
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Turning Off the Automated Attendant

You can turn off the Automated Attendant so that all incoming
callsgo directly to the extension(s) in the Operator ring group.

Thisisthe second call profile described in “The Automated
Attendant Profiles’ on pagel9.

NOTE: If you usethis mode, Bizfon recommends that you
record apersonal greeting that includes your company
name for the Operator mailbox. Thiswill ensure that
callers know whom they have called when they reach
Operator mailbox.

To turn off the Automated Attendant:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, pressENTER.

BizTouch 2 or BiZTouch 1: Press

#A»  serTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Enter the extension number, [, and the password.
3. Press[?] to select Attendant Setup.
4. Follow promptsto select “ Turn off Auto Attendant.”

If your Bizfon isin Day mode, these stepswill affect Day mode.
If it isin After Hours mode, these steps will turn off the After
Hours mode automated attendant.
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Extension Directories

The Bizfon 680 has two directories for extensions:. the dial-by-

name directory and the extensionslist. When acaller hearsthe

auto attendant, they can press 1 for directory information. They
can then choose to listen to alist of extensions or dial by name.
You can disable either of these directories.

Extensions Directory

The extensions directory plays an extension’ srecorded name
and then the extension number.

Dial-By-Name Directory
When you first set up an extension, you can enter up to the first

six letters of your last name for the dial-by-name directory. You
can also choose to exclude yourself from the directory.
To exclude yourself from the dial-by-name directory:

1. Pick up any Bizfon telephone extension and access Settings.

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Enter your extension number and the password if necessary.
Press[4] to change extension information.

Press(=] to change the dia-by-name settings.

Press#] to exclude yourself from the dial-by-name list.
Press[J when prompted to confirm.

o g wbd

Disabling the Extension Directories

If you do not want callersto hear an extension directory or be
able to use the dial-by-name directory, follow these steps:
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1

Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must

3.
4.
5.

press -] before you can access settings.

Enter the extension number, [2], and the password if neces-
sary to access Operator settings.

Press(2] to set how the auto attendant works.
Press 4] to change the auto attendant directory settings.

Press(1] to disable the extensions list of press 2 to disable
the dial-by-name directory.

If you want to enable these features again, follow the previous
steps.
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Call Routing Directly to a Specific Extension

You can have your Bizfon 680 configured to answer a particular
incoming telephone line and immediately ring aspecific exten-
sion or group of extensions. This can be configured by Bizfon
Customer Care at extension 299. When you configure the
Bizfon 680 thisway, Day and After Hours modes are ignored
on that incoming telephone line.

Changing the List of After Hours Extensions

If you do not wish all extensionsto ring in After Hours Mode,
you can configure which extensions you wish to ring. To con-
figure extensions for After Hours mode:

1. PuttheBizfoninto After Hours mode as described in “After
Hours Mode” on page24.
1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘ﬂl SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Press(?] to select the Personal Settings for the Operator, and
enter the Operator password followed by [#] if one was set.

3. Press[1] to change forwarding settings. You'll hear “Calls
will ring all extensions’ or “Callswill ring extensions 201,
202, and 203.” To set a different extension or group of
extensions, press[). To ring all phones, press(]; otherwise,
start entering the specific extension(s).
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Operator Extension

The operator (or receptionist) is the person whose telephone
rings when the Automated Attendant greeting finishes or when
callerspressie or when the automated attendant is turned off.

Choosing which extension rings when callers

press O

By default, extension 201 rings when callers press [2) in Day
mode. If you want a different extension to ring when callers
press[©], you can use call forwarding to forward extension O to
another extension number.

To configure the Operator extension to ring at an extension
other than 201:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Press(?] to select the Personal Settings for the Operator, and
enter the Operator password followed by [#] if one was set.

3. Press[] to select Call Forwarding.
4. Enter the extension to which calls should be forwarded.
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See “ Setting up a Group Ring when callers press 0" on page32
for instructions on forwarding to multiple extensions.

Changing personal options for the Operator

You change personal optionsfor the Operator extension the
same way you change personal optionsfor any extension.

To change personal options for the receptionist:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#A»  seTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Enter the extension number, [, and the password.
3. Follow the prompts.
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Group Ring
The Bizfon allows you to configure a group of extensions to
ring, when acaller selects an extension. For example, you may
wish extensions 201 through 208 to all ring at once as a group,
when a caller presses 2] for the Operator.

Setting up a Group Ring when callers press 0

Use the instructions for “ Choosing which extension rings when
callers press0” on page30. However, instead of forwarding
extension 0 to a single extension when prompted, forward it to
multiple extensons. Now when a caller stays on the line when
the Automated Attendant Greeting finishes, or when a caller
presses[], al selected lineswill ring simultaneoudly. Thisis
useful both for temporary receptionist coverage, aswell asin
environments where multiple people function in the role of
receptionist.

Setting up a Group Ring when Automated
Attendant is Turned Off

Use the instructions for “ Choosing which extension rings when
callers press0” on page30. However, instead of forwarding
extension 0 to a single extension when prompted, forward it to
multiple extensons. Now all selected lineswill ring simulta-
neoudly.
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Setting up a Group Ring when callers dial an
extension

To set up agroup of extensionsto ring when calersdia an
extension:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Enter the extension number and the password.
Press(] to select Call Forwarding.

Press[2] to set up alist of extensionsto ring.
Follow the prompts.

a bk~ oD

Informational Messages

The standard Bizfon 680 supports two informational messages.
By plugging in an optiond Voice Vault card, the Bizfon can
support four additional informational messages, for atotal of
six. Informational messages are typically used to provide spe-
cific information to callers such as hours of operation or direc-
tions to your office.

In your system greeting you should refer to the information
available in the informational messages and instruct callers how
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to access the mailboxes. For example, your system greeting
might sound something like this:

“Thank you for calling HomeSteader Realty. For
directionsto our office, press 4. For directory
information, press 1.”

Creating Informational Messages

You can create two informational messages on a standard
Bizfon 680. Callers can hear them by pressing[] or [5] as
instructed by the Auto Attendant greeting. Each message pro-
vides 30 seconds of recording time.

An informational message can contain directions to your com-
pany, hours of operation, details on specia events, promotions,
or any other information that callers may need to know.

To create an informational message:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘ﬂl SETTINGS, press ENTER.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial extension 200 and enter the system password, if con-
figured, to access General Settings.

3. Press[?] to select Auto Attendant Greetings.
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4. Press(4] to select Create an Informational Message.

5. Pressthe number associated with the informational mes-
sage, either [<] or [=].

6. Record your informational message and press any key when
finished.

7. Theinformational message will be played back to you.
Press[1] to use the message or press [2] to re-record the
informational message.

8. Whenever you create a new informational message, be sure
to re-record your automated attendant greeting and refer to
the new informational message.

To edit or delete an informational message, follow the instruc-
tions above, and select the appropriate action in step 4.

NOTE: Sinceyour system greeting is used to point the user to
the appropriate informational message, always be sure
to edit your system greeting appropriately when you
change or delete an informational message.

Additional Informational Messages

You can create up to four more informational messages, for a
total of six, corresponding to keys[2] through [5]. Thisrequires
the presence of an optionalVoiceVault card. Use the same
instructions to create them as you would for [«] and [=] above.

Changing the Phone Type

When you set up a Bizfon extension initially, the extension is
programmed differently for BiZT ouch series feature phones
than it isfor non-BizTouch telephones. For example, to access
settings on a BizTouch 2 phone, you press the SETTINGS but-
ton, while on a generic 2500-type phone, you press [7].
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If, at some timein the future, the user of a physical extension
(201-208) changes the phone type, you can re-program the
Bizfon to understand that the phone type has changed.

To change the phone type:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER.

NOTE: If theextensonisalready set up
asaBizTouch 3, you must
change the phone type settings
from an extension that is not set
up asaBizTouch 3.

BizTouch 2 or BiZTouch 1: Press

#A»  seTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Enter the extension to be changed, or [] if it isthe current
extension, followed by your password.

3. Enter [2] for Additional Settings.
4. Enter [&] to select the phonetype.
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Music-on-Hold

You can set up Music-on-Hold so that callers can listen to music
or apre-recorded looping message.

To set up Music-on-Hold, you need to connect an audio device,
such asaCD player or atape deck, to your Bizfon. See*“ Section
5 Using your Bizfon with Other Office Equipment” on page53
for information on connecting an audio device to the Bizfon
680.

Turning Bizfon Customer Care Access
Authorization On/Off

The Bizfon comes equipped with the ability to be remotely
accessed by Bizfon Customer Service. This ability to access
your siteiswhat allows Bizfon to make the configuration
changes you request on a 299 call.

Although Bizfon strongly encourages customers to leave the
default authorization for Bizfon Customer Care access On, you
can choose to turn authorization Off.

NOTE: When authorization is Off, Bizfon Customer Care
can't perform configuration changes, backups, nor
can it troubleshoot your system in the unlikely event
of aproblem.

CAUTION If you have forgotten your system password, and
had disabled Customer Care access, your Bizfon
will have to be replaced.
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To turn Bizfon Customer Care access to your site On/Off:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘ﬂl SETTINGS, press ENTER.

NOTE: If theextensonisalready set up
asaBizTouch 3, you must
change the phone type settings
from an extension that is not set
up asaBizTouch 3.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial extension 200 and enter the system password, if con-
figured, to access General Settings.

3. Press[] for Security Options.
Press[] for Bizfon Customer Care permissions.
5. Press[] to toggle authorization On/Off.

e
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Setting Up and
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This section provides information and instructions for setting
up and using Bizfon Universal Extensions.

Additional information is provided in the BizTouch 2 and
BiZTouch 3 Feature Phone Reference Cards (included with each
BizTouch 2 and BizTouch 3 Feature Phone) and Reference Card
for Non-Bizfon Telephones. Give each person with a Bizfon uni-
versal extension one of these cards according to the type of tele-
phone that person is using. Wallet Cards with instructions for
remote access are also included in your Bizfon 680 documenta-
tion package.

About Universal Extensions

Your Bizfon 680 provides you with Universal Extensions. A
Universal Extension isathree-digit number, starting at 201, that
enables your clients and customers to reach you anywhere.

A universal extension can be;

* A Physical Extension connected to the Bizfon 680. These
are extensons 201 through 208 on aone unit installation. 1f
you have more than one Bizfon 680, refer to the following
tablefor alist of extension numbers.

Bizfon 680 Unit | Extension Numbers
Unit 1 201 through 208
Unit 2 209 through 216
Unit 3 217 through 224
Unit4 225 through 232
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* A Virtual Extension, associated with any telephone located
anywhere. These are extensions 250 through 264.

With auniversal extension, thereis no single telephone perma-
nently associated with the extension number. For example, you
can connect a salesperson working from a remote office to your
company through a universal extension. You would assign a vir-
tual extension number to this person, and configure the exten-
sion to forward callsto the telephone number at the remote
office. Therefore, when acaller dials 251, for example, the
Bizfon 680 forwards the call to the salesperson’ s telephone
number.

With a universal extension, you can:

» Transfer callsto other extensions or outside numbers
* Receive cdlsremotely; forwarded from the Bizfon
* Set up and participate in Meeting Room calls

» Placelong-distance calls through the Bizfon 680 from
inside or outside the office

* Receive and manage voice messages through your voice
mailbox

Setting Up Physical Extensions In the Office

The yellow jacks labeled Telephones on the Bizfon 680 are
assigned to physical extension numbers starting at 201.

When you first set up an extension, you indicate whether it is
going to be a private telephone, apublic telephone (such as a
telephone in a conference room), or afax machine.

If it is a private telephone, you record your namein order to
start receiving voice mail. You can also record a greeting and
choose a password.
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NOTE: If youdo not set up a password, you cannot access the
Bizfon remotely.

When you first pick up the handset of atelephone connected to
the Bizfon, the system prompts you with the following:

“Welcome to extension 201 <the number of the
extension you' ve picked up>.To set up this
extension now, press 1; otherwise, press*.”

 If you press[1 to set up the extension, you are prompted

through a series of options to configure the extension. Sim-
ply follow the prompts to configure an extension.

+ You can press[] to defer setting up your extension.You then
hear adia tone and can place calls.

Setting up Virtual Extensions (250-264)

A virtual extension is not physically connected to one of the
extension jacksin the Bizfon 680. When you set up avirtual
extension, 250 for example, you tell the Bizfon whereiit is that
you want extension 250 to ring. It could ring at:

* Your cell phone

* Your home phone

* A remote sales office phone

* One of the physical extensions

An example of the last item would be where you share or rotate
office resources, and for the next two weeks, you are in the
office where physical extension 204 is. Your “permanent”
extension may be 250, but for those two weeks, virtual exten-
sion 250 will ring at physical extension 204.

Virtual extensions require the presence of an optional Voice
Vault card. To order one, dial 299.
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To set up avirtual extension:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘:I SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#A»  seTines
e

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.

Enter the system password, if required, then press(#].
Press[1] to manage extensions.

Press[2] to set up avirtual extension.

Follow the prompts.

© g~ WD

NOTE: |If users of virtua extensions do not record their name
announcement, they are not listed in the company
directories.

Disabling [-] as Hold on a Non-BizTouch

Phone

If you are using a non-BizTouch phone, [-J isused to put a call
on hold.Y ou may find that when you are connected to an Auto-
mated Bank Teller, or an airline reservation system, or another
voice mail system, you need to usel-] to perform afunction spe-
cific to that call.
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In this case, you have the ability to disable the Hold function for
for the duration of a call.

To disable the Hold function, press ). You can press (&) when
you pick up the phoneto call, so that Hold is disabled through-
out the call, or you can press[z] oncethe call is on hold.

You can still put acall on hold after you disable thel-J function
by pressing the Flash button found on many telephones, or by
manually hook flashing (pressing asif to hang up, very briefly).

When the call isterminated, [+] reverts to its normal function.

Voice Mall

Your Bizfon 680 comes complete with voice mail for each
extension.

Voice Mail Features

* Voice mail notification viaamessage waiting light on the
BizTouch 2 and BizTouch 3 (for physical extensions).

* Bizfon announces how many messages you have when you
pick up an extension.

* Upto 100 minutes of voice mail storage on each Bizfon 680
unit (an optionalVVoiceVault card provides additiona time).

» Pager notification of new voice mail messages.
* You can record your own personal greetings.

» Accessvoice mail from any physical extension.
» Forward voice mail to another extension.

* A caller can leave up to athree-minute voice mail. This can
be increased or decreased by Customer Care at extension
299.

For details about using voice mail, refer to the BizTouch 2 and
BiZTouch 3 Feature Phone Reference Cards (included with each
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BizTouch 2 and BizTouch 3 Feature Phone) and Reference Card
for Non-Bizfon Telephones.

Expanding Your Bizfon 680 Voice Mail
Capacity

A standard Bizfon is capable of recording to 100 minutes of
voice mail. Voice mail can be expanded by two increments: up
to two more hours, and up to four more hours. Thisis done by
installing an optionalVVoice Vault card. Contact Bizfon Cus-
tomer Care at extension 299 for more information.

Operator Voice Mailbox

If amessageis |left for the operator, itis accessible to all users
via the voice mailbox for extension 2],

The extension which is configured to receive Operator voice
mails hears a double message when the user callsto listen to
voice mail. One message indicates the number of new messages
left in their specific extension; the other indicates the number of
new Operator messages.

To access the Operator voice mail from any physical extension:

1. PressBIZMAIL or [5.
2. Press[o].
3. Enter the password and press/[#].

Ordering of Messages

The standard ordering for playback of voice mail messagesis
that the first message received isthe first message played back.

This can be changed to play back the last, or most recently
received, message first. Call Customer Care at 299 to make this
change.

44

Bizfon, Inc.



Section 4 Setting Up and Using Extensions

Taking Incoming Calls Remotely

By default, when you receive an incoming call remotdy, you
hear:

“Bizfon call for <name at your extension>.”
You then have the option to:

1. Accept the call by pressing [, or

2. Refusethecall by pressing []. Thiswill handlethe call in
the same way as when you are in the office and not avail-
able.

If you do not answer, the Bizfon recognizesthisand directs the
call to your Bizfon extension mailbox.

During the call, you can put the caller on hold, or transfer the
call to another extension. At the end of the call, you can use
remote disconnect to remain connected to the Bizfon to make
another call or listen to voice mail.

The screening feature described above can be deactivated and
reactivated as follows:

1. Pick up any Bizfon telephone extension and access Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  srTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].
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NOTE:

A SN

If you have not yet set up the extension, you must
press -] before you can access settings.

Dial your extension number, or [+] for this extension.
Enter your password, if required, then press(#].
Press[1] for the Call Forwarding menu.

Press 4] to disable/enabl e announcement for forwarded

cdls.

TIP!

Deactivating the screening feature allows you to have
your remote telephone handle the entire call process.
For example, with the screening feature active, a call
bounces back to your Bizfon' svoice mail. If the
screening feature is not active, the call does not bounce
back to the Bizfon. If your remote telephone has voice
mail, such as acellular phone company’ s voice mail
system, the remote call will go to your cell phone s
voice mail.

A disadvantage of thisscenarioisif your remote phone
does not have voice mail or an answering machine. The
telephone will continue to ring until the caller hangs up.
Also, you will not be able to forward the call back to the
Bizfon.

Remote Access when Automated Attendant is

Turned Off

To access the Bizfon remotely when the Automated Attendant
has been turned off, do the following:

1. Didl into the Bizfon 680.

2. If thecall is answered by voice mail, press[:] twice and pro-
ceed to step 5.

3. If the operator answersthe call ask to be transferred to your
extension.
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Or, if the operator isusing a BizTouch feature telephone,
have the operator press TRANSFER, BIZMAIL, and then
hang up.
4. Wait until you reach your voice mail and the press [-] twice.
5. Enter your extension number and password, then press[#].

You are now logged in and can access voice mail and make
calls through the Bizfon 680.

Managing Extensions

Removing the Password for an Extension

If auser forgets their password, you can remove it so that the
user does not need a password to access voice mail and personal
settings. The user can then create a new password.

NOTE: You do not need to know the extension password to
remove it.

To remove the password for an extension:

1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
‘:I SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#A»  seTinGs
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.
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NOo g~ WD

Dial extension 200 to access General Settings.

Enter the system password, if required, then press(#].
Press[] to manage extensions.

Press[1] to remove a password.

Enter the number of the extension.

Follow the prompts.

Resetting an Extension

To set an extension back to its default settings, you must reset
the extensions.

Resetting an extension does the following:

Clears the password
Deletes the greeting and name recordings
Deletes all voice mail for the account

Returns the extension's default language to the primary lan-
guage

After aphysical extension has been reset, the user of this exten-
sion will hear theinitial setup prompt when they lift the hand-
set. Virtual extensions are deleted after they have been reset
and need to be recreated via General Settings. Operator for-
warding settings go back to the factory defaults.

To reset an extension:

1

Pick up any Bizfon telephone extension and access Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press
#£»  sTines
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Bizfon conference series phone or non-
w BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.

Enter the system password, if required, then press(#].
Press(] to hear the Manage Extensions menu.

Press[2] to reset the extension.

Enter the number of the extension.

o vk whbN

CAUTION Resetting an extension deletes all voice mail
messages and recordings saved for that exten-
sion.

Managing Bizfon Call Waiting

The Bizfon 680 has functionality equivalent to Call Waiting
built into it. When you are on one call, and another call for you
arrives, you will hear adouble beep. Refer to the BizTouch 2
Reference Card, or the Reference Card for Non-Bizfon Tele-
phones for specific instructions on managing multiple calls on
your telephone.

You can deactivate/reactivate Call Waiting for each extension,
asfollows:
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1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  srTines
©

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial your extension number, or [#] for this extension.
3. Enter your password, if required, then press[].
4. Press(s] to turn on/off Bizfon Cal Waiting.

Authorization to Make Outside Calls (Internal and
Remote Users)

When using an extension connected to the Bizfon 680 and when
using the universal extension remotely, all extensions are autho-
rized to make outside calls.

The Bizfon can be configured to limit outside line access for
people using the Bizfon remotely. This prevents someone gain-
ing access to the Bizfon from making unauthorized outside
cals. To limit outside line access from remote users:
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1. Pick up any Bizfon telephone extension and access Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.
Enter the system password, if required, then press(#].
Press 2] to hear the Security Options menu.

Press (2] to prevent remote users from accessing outside
lines.

a s WD

If you would like to disable authorization to make outside calls
for an individual extension, dial 299.

Configuring a Predial String

In order to support Centrex capabilities, you can set up the
Bizfon to predia aspecified string of keystrokes when you get
an outside line.

The Bizfon allows you to set up the same predial string for all
outgoing lines, or to set up individua strings for each outgoing
line.

To set up predial strings:
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1. Pick up any Bizfon telephone extension and access Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

Dial extension 200 to access General Settings.
Enter the system password, if required, then press(#].
Press (¢ to change Line Configuration Options.

Press(1] to configure automatic predial when granting an
outside line, then follow the prompts to enter the string.

a s WD
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Section 5
Using your Bizfon with Other
Office Equipment

This section gives information on how to extend your Bizfon
communications system to work with other equipment you may
have in your office.

Fax Machines

You can connect one or more fax machines to the Bizfon 680
extension ports. In order for the Bizfon to correctly route
incoming fax calls, you must configure the extensions you
select to use afax machine through Initial Setup of the exten-
son(s).

Extensions configured for fax machines do not have avoice
mail box, name recording or personal greeting associated with
them.

When the Bizfon detects an incoming fax, it searchesfor an
available fax extension, and forwards the call there.

Fax Extension Setup

To set up anew extension which will be connected to afax
machine:

1. Make sure that the extension has been reset.

Thiswill be the caseif the extension has never been used
before. If it has been used as a normal telephone extension,
it must first be reset. Refer to “ Resetting an Extension” on
page 48 for instructions on how to do this.

2. Connect the fax machine to the extension, and pick up the
telephone handset of the fax machine.
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If the fax machine has no handset, use a telephone for the
configuration, then connect the fax machine when finished.

Follow the prompts through “Initial Settings.”

Press(2] when you hear “If this extension will use afax
machine, press 2.”

If all configured fax machines are busy and a new incoming fax
is detected, the Bizfon plays abusy tone for ten seconds then
hangs up. If more than one fax machineis set up, eachistried in
sequential order.

Fax Extension Tips

Here are some tips to help you set up fax extensions for opti-
mum performance:

If callersare using the older, attended fax machines, then
you might want to add the following to your company greet-
ing:

“...if you would like to send a fax and are using an

attended fax machine, please pressthe‘ Start’ button
now.”

The fax will then be correctly routed.

If you must dial 9 to get an outside line, be sure to include a
pause after the 9 in order to give the Bizfon a chance to
return adial tone before the fax machine dials the number. If
you want your fax machine to be able to get an outside line
without you having to dial 9, contact a Bizfon Customer
Care Agent.

If you want to use your fax telephone line for incoming calls
aswell, Bizfon recommends that you include this number in
your hunt group with your telephone company. This will
ensure that calls and faxes are managed correctly.

If, however, you are not able to do so, then the fax telephone
line should be connected to the lowest-numbered CO linein
the Bizfon. Since the Bizfon looks for free lines from high-
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est-to-lowest, thiswill ensure the lowest possible chance
that an incoming fax will encounter abusy signal.

Audio Devices for Music-on-Hold

In order to play music to callers who are on hold, you can con-
nect an audio device, such asaCD player, tape deck or radio, to
the Music-on-Hold (MOH) jack on the Bizfon 680 (see “Audio
Devicesfor Public Address’ on page5b5).

Your audio source most likely produces stereo output, and your
Bizfon requires mono input. You need to purchase a stereo-to-
mono converter that has asingle RCA plug (Radio Shack part
number: 42-2444).

Connect the cable to your audio source, and plug it into the
Music-on-Hold (MOH) connector on the Bizfon 680. Set the
levels on your audio source. If it isdistorted, turn down the vol-
ume on your audio source.

NOTE: You might need ASCAP authorization to play music
to callers on hold. For more information, contact
ASCAP at (212) 621-6000 or go to theirWeb site at
WWW.ascap.com.

Audio Devices for Public Address

In order to use the public addressfeature of the Bizfon 680, you
must connect an external audio system to thePA output on the
side of the Bizfon.

If your audio system accepts stereo input, you need to purchase
a stereo-to-mono converter that has asingle RCA plug (Radio
Shack part number: 42-2444) because your Bizfon comes with
mono output.
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Connect the cable to your audio system and plug it into the PA
connector on the Bizfon 680. Set the levels on your audio sys-
tem. If it is distorted, turn down the volume of your audio
source.

Modems

Bizfon currently does not recommend connecting modems to
the 680. If you have a modem line, connecting the modem
through a separate CO line, independent of the 680, for maxi-
mum data throughpui.

If you have any questions on how best to set up a modem, call
299.
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Appendix A

Professional Installation

Guide

WARNING!

This section includes describes installation of

the product with the appropriate Bizfon Proln-
stall kit. It issuited for professional telephone
systems personnel. You should be familiar with
telephone systems and wiring before attempting
thistype of installation. Call (877) 603-4100 to
order your professional installation and/or a

Prolnstall kit.

If you want to have more than six incoming lines or more than
eight extensions, you must install more than one Bizfon 680.
For example, if you want ten incoming lines and sixteen exten-
sions, install two Bizfon 680s.

Thisfollowing table details what is explained in the section:

For information about . . .

Referto. ..

Typical installation examples

Figure 1 through Figure 3

installation

Professional installation and wir- | Pages 59 through 73
ing instructions
Adding unitsto an existing “Adding Unitsto an Existing

Installation” on page73

Removing units from aBizfon
680 cluster

“Removing Units from an Exist-
ing Multibox Installation” on

page 74
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For information about . . .

Referto. ..

Creating a multibox system
(cluster) from four standalone
units

“Creating a Multibox System
from Four Standalone Units’ on

page 76

Running diagnostics to ensure
optimal performance

“Running Diagnostics’ on
page 77

The following tools are required to complete the install ation.

e 66/110 Punch-down tool

» Phillips Screwdriver
*  Wire Cuitters

* Telephone Test Set (Butt-set)
* Permanent Marker (Sharpie)

e Cable Tone Set

The following figures show examples of typical installation

scenarios.

Figure 1. Example of a Single Switch Installation
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Ethernet Hub

Figure 3. Example of a Three Switch Installation

To install the Bizfon 680(s)

1. Find alocation for the Bizfon 680(s) to be installed within
four feet of an electrical outlet or power strip.

TIP! Bizfon recommends you connect the unit(s) to
an uninterruptible power supply (UPS).

2. Install the bracket (wall mount) for each Bizfon 680. See
Figure 4.
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A. Level off to one of the long edges and mark four
positioning holes on the wall where each switch isto be
installed.

B. Fasten screwsto wall and install bracket into permanent
position.

Note orientation
of bracket

Figure 4. Bracket Installation

If you are installing more than one Bizfon 680, position each
bracket correctly and space apart twelve inches on center. Refer
to Figure 5 for the proper location of each unit in a multibox
installation.

2 3

Figure 5. Locating Multiple Bizfon 680s
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3. For asingle Bizfon 680, install four (4) surface mount tele-
phone jacks (quad biscuits) using double back tape or
screws.

For multiple Bizfon 680s, install four quad biscuits for each
switch.

The two top biscuits are for outgoing lines to the house ter-
mination point(s).

The two bottom biscuits are for incoming CO lines.

4. Runtwo CAT 34 pair cables from the DMARC (termina-
tion point RJ 21X) to the two bottom biscuits

TIP! For easy identification, label the cables at each
end. For example: Cable #1 and Cable #2.

5. Runtwo CAT 34 pair cables from the two top biscuits to
the house cables final termination point (66 Block, 110
Block, and so on).

For steps 6 and 7, refer to Figur e6.

6. Terminate cable number 1 by stripping back the outside
coating and punch down using the appropriate tool
(66,110...).

White/Blue Pair  CO number 1
White/Orange PairCO number 2
White/Green Pair CO number 3
White/Brown Pair CO number 4
7. Terminate cable number 2
White/Blue Pair  CO number 5
White/Orange PairCO number 6

Trim off the green and brown pairs from second cable (they
will not be needed).
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Regardless of how many CO linesexist, wire for six incoming
and wrap back extrafor future expansion

OPEN

MITITrrrn

OPEN

MITITrrrn

o O

WH OR / OR WH

[P:I:EEEED

WH BL / BL WH

(@)}

o1

WH BR / BR WH

WH GR / GR WH

Q  cablerz
O

WH OR / OR WH

[P:I:EEEED

WH BL / BL WH

Cable #1

l—\Noo\-b

Figure 6. CO Termination of Incoming Telephone Lines from the
Demarcation Point

For steps 8 through 10, refer to Figur e7.

8. At the opposite end of the CO lines that have been termi-
nated go to the two bottom biscuits.

9. Remove the covers and terminate, from the bottom up, the
six CO lines (1 - 6) to the BLUE Posts of each 110 terminal
(four terminals per biscuit) starting with white/blue, white/
orange, white/green and white/brown

10. On cable number 2, terminate white/blue, white/orange as
above and remove/cut the green and brown pairs (not neces-
sary for thisinstallation).

62 Bizfon , Inc.



Appendix A Professional Installation Guide

Figure 7. Terminate to the Blue Post

For steps 11 through 14, refer to Figur 8.

11. At the house cables termination point (66 block/110 block,
and so on) identify which house cables/locations are for
which extensions.

Extension Number Ports Unit Number
201 through 208 | 1 through 8 1
209 through 216 | 1 through 8 2
217 through 224 | 1 through 8 3
225 through 232 | 1 through 8 4
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12. Strip back the outside coating of house cable number 1
(CAT 3 4 pair cable) and terminate using appropriate punch
down tool 66/110

White/Blueto White/Blue of house cable number 1

White/Orangeto | White/Blue of house cable number 2

White/Greento | White/Blue of house cable number 3

White/Brown to | White/Blue of house cable number 4

13. Strip back the outside coating of house cable number 2(CAT
3 4 Pair Cable) and terminate using appropriate punch down
tool 66/110.

White/Blueto White/Blue of house cable number 5

White/Orangeto | White/Blue of house cable number 6

White/Greento | White/Blue of house cable number 7

White/Brown to | White/Blue of house cable number 8
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WH BR / BR WH

208|  [[TTTTTT
WH GR / GR WH
207
o O
A 206 (LI

WH OR / OR WH

205 [FD:D:D:D

WH BL / BL WH

WH BR / BR WH

204 ([ TIIL]
WH GR / GR WH
203 (FrTrroD
Q — cable#z
O
202 [Hjjjjﬂ
Terminate from —
bottom up. WH OR / OR WH
201 [Fjj]j]jj]

WH BL / BL WH

Figure 8. House Extensions Connections Termination Point

14. At the top two biscuits, remove the covers and terminate
from the bottom up.

TIP! Terminate from the bottom up so the patch cords
stay neat.

The eight house cables/locationg/extensions punch down to
the BLUE Posts of each 110 terminal.

One pair per extension, one extension per port, four ports
per biscuit starting with the first cable.
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First Cable:

White/Bluefor  Ext. 201
White/Orange for Ext. 202
White/Green for Ext. 203
White/Brown for Ext. 204

Second Cable:

White/Bluefor  Ext. 205
White/Orange for Ext. 206
White/Green for Ext. 207
White/Brown for Ext. 208

Use only one pair to each house termination location. Wrap
back any extra cross-wiresfor further expansion. Figure9
shows house cables 1 and 2 terminated to the blue posts.
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Figure 9. House Cables 1 and 2
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15. Install covers on all biscuits and clearly label CO numbers
and extension numbers with a permanent marker on biscuit
cover above applicable ports.

16. Install the BIZFON 680 to the bracket that has been
mounted to wall.

DO NOT PLUG IN SWITCH YET.

17. Carefully remove teal-colored cover by sliding it to the
right. Refer to the following figure.

ST
E3 | =
Eﬂo
Ego
Eﬂo
Eﬂo
| -
L ] Ed
——— ER
®
O
,EH:
i E
— | o
Eﬂo
Eﬂo
Eﬂo
Ed= »
Ego
7530
Eesoe—

Figure 10. Removing the Cover

WARNING! DO NOT PULL COVER OFF BY PULLING
STRAIGHT UP! IT WILL BREAK!

18. Connect the blue cables from biscuitsto the switch. The
cable from CO number 1 goesto blue port number 1 on the
switch.

19. Continue with ports 2 through port 6 in the same manner.
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20. Repeat step 19 for all switchesif you areinstalling more
than one switch.

Connect all blue cables regardless of the number of operating
CO lines.

If you are installing more than one switch and have only six CO
lines, connect all six CO linesto Unit 1.

21. Connect the yellow cables from biscuits to the switch. The
cablefor extension 201 goesto yellow port number 1 on the
switch.

22. Continue for ports number 2 through number 8 in the same
manner.

23. Repeat step 22 for all switchesif you areinstalling more
than one switch.

Connect all yellow cables regardless of the number of wired
extensions.

At thispoint all necessary cabling should be complete for atotal
of 14 cables going into the Bizfon switch (six blue and eight
yellow cables should be connected to the appropriate biscuit
locations).

If You Are Installing More Than One Switch . ..

If you areinstalling TWO switches, connect the WHITE net-
work cable from the network connection on Unit 1 to the net-
work connection on Unit 2. Continue with step 3.

If you areinstalling THREE or more switches, follow these
steps. Refer to Figure 11 and Figure 12

1. Mount the ethernet hub near the switches. See Figure 3 on
page 59 for an example of where to mount the hub.

2. Connect one BLACK network cable from the network con-
nection of each unit to the ethernet hub.
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The network cables are black in athree or four switch
installation.

NOTE: Do NOT use awhite network cable when installing
three or four Bizfon 680s.

To network
ports of each
switch in athree
or four switch
installation.

Do NOT usea
white network
cableinthis
configuration!

Figure 11. Ethernet Hub Connections

Network Port

Connect to other network

port in atwo switch installation.
Connect to ethernet hub

in a three or four switch
installation.

Figure 12. Network Port

3. Plug inthe Bizfon 680 or power on the power supply that
the switch(es) is plugged in to.
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©

10.
11.

12.

13.
14.

15.
16.

Wait approximately 60 seconds until the system
respondswith....“ The Bizfon isnow ready” .

Connect a telephone to extension port 1 on the Bizfon 680
that you want to be Unit 1.

Access Personal Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press(. If you have not
yet set up the extension, you must press [+
before you can access settings.

Dial extension 200 and enter the password if required.
Press[].
Press[].

The announcement tells you the status of the cluster.
Press((1] to configure Unit 1.
Press the blue button on Unit 1 when prompted.

The announcement now tells you the new status of the clus-
ter

Press the keypad number associated with the number of the
next unit you want to add to the cluster.

Press the blue button on the next unit when prompted.

Repesat steps 12 and 13 until you have configured the entire
cluster.

Press(-] when prompted.
Connect the expansion cables.

70

Bizfon , Inc.



Appendix A Professional Installation Guide

The expansion cables connect from the OUT port of one
unit to the IN port of the other. For example, you connect
the cables from the OUT port of Unit 1 to the IN port of
Unit2, from the OUT port of Unit 2 to the IN port of Unit 3,
and so on.

Expansion Ports
Connect from OUT to IN.

Figure 13. Expansion Ports

Completing the Installation

Reinstall the switch cover(s) carefully. Run the cables through
the openings in the sides of the cover(s) as shown in the follow-
ing figure.

Figure 14. Run Cables Through Openings in Sides of Cover
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1. Attach the appropriate unit labels to each unit; Unit 1 1abel
on Unit 1, Unit 2 label on Unit 2, and so on. Refer to
Figure 15 for the proper location of each label.

=
z
g

Figure 15. Location of Labels

2. When prompted, press the blue button in the center of Unit
1 to begin the diagnostics and listen carefully to theintro-
duction.

3. When prompted, press the button again to test the COs.
Wait until the system hastested all CO lines once.

4. When prompted, press the button again to run the audio
quality test. Wait until the system tellsyou it isdone. The
system announces the status every 30 secondsto let you
know it hasnot finished. It finishesin about three min-
utes.

5. Theextensions test starts automatically.

Wait until the system hastested al extensions once.
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6. When prompted, press the blue button again.

When the system tellsyou it is done with the diagnostics,
the system is ready to use.

7. Verify the time and date and set the timeto your local time
if necessary.

8. Verify thelocation of each extension by lifting each handset
and listening. You hear “Welcome to extension <201> <the
extension you just picked up>.”

Adding Units to an Existing Installation

This section tellsyou how to add Bizfon 680 units to an existing
installation to expand your capabilities.

NOTE: If you are adding to atwo unit installation, you must
disconnect the network cable before continuing. Y ou
will not use the current network cable when you con-
figure athree or four unit installation.

1. Connect the network cable to the other unit (if you are creat-
ing atwo-box installation) or to the ethernet hub (three or
four-box installation).

2. Power on the added unit(s) and wait until they announce
that they are ready.

3. Access Persona Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].
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NOTE: If you have not yet set up the extension, you must

o

10.
11.

press -] before you can access settings.

Dial extension 200 and enter the password if required.
Press[].
Press[].

The announcement tells you the status of the cluster.

Press the keypad number associated with the number of the
unit you want to add to the cluster.

Press the blue button on the added unit when prompted.

Repesat steps 7 and 8 until you have configured the entire
cluster.

Press(-] when prompted.
Connect the expansion cables to the added units.

The cable connectsfrom the OUT port of one unit to the IN
port of the other.

Removing Units from an Existing Multibox
Installation
If you have a multibox configuration and want to remove a unit

to make it standalone, you must reconfigure that unit before dis-
connecting any wires.

CAUTION  When you remove aunit from acluster, al infor-

mation stored in that unit isdeleted. This

call Tr. includes voice mail messages, passwords, and

Bug

extension information. If you want thisinforma-
tion saved, cal Bizfon Customer Care at exten-
sion 299.
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CAUTION Do NOT remove Unit 1 from acluster unless
you are completely disassembling the cluger.
Always remove the last unit in the cluster.

1. Access Personal Settings.

BizTouch 3: Press SETUP, select
‘:I SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#A»  serTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

2. Dial extension 200 and enter the password if required.
Press[7].
4. Press[ after listening to the warning.

w

The announcement tells you the status of the cluster.

5. Pressthe keypad number associated with the number of the
unit you want to remove from the cluster.

6. Press[i to confirm your selection.
7. Disconnect the unit from the cluster.
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Creating a Multibox System from Four Standalone

Units

If you are creating a multi-box install ation from standalone
units, follow these steps:

You should be physicaly at the units as you need to press the
blue buttons when prompted.

1. Instal each unit as described early.
2. Connect the network cables to the Ethernet hub.

Do NOT connect the expansion cables.

3. Connect each unit to a power source and wait until you hear
“The Bizfon isready...” Each unit plays this message.

4. Plug atelephone into extension 201 on the unit that will be
Unit 1.

5. Access personal settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
A 4

Bizfon conference series phone or non-
BizTouch phone: Press[7].

NOTE: If you have not yet set up the extension, you must
press -] before you can access settings.

6. Enter extension 200 and enter the password if required.
Press 7 to configure the multibox system.
8. Press[] to continue.

~

The Bizfon tells you the status of the units.
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9. Press[ to configure Unit 1.
10. Pressthe blue button on Unit 1 when prompted.

The announcement now tells you the new status of the clus-
ter

11. Pressthe keypad number associated with the number of the
next unit you want to add to the cluster.

12. Press the blue button on the next unit when prompted.

13. Repeat steps 11 and 12 until you have configured the entire
cluster.

14. Press[-] when prompted.

15. Connect the expansion cables.

Each expansion cable connects from the OUT port of one
unit to the IN port of the next unit.

After you press[-], you have approximately thirty secondsto
connect the expansion cables before the Bizfon automatically
reboots.

If the reboot begins before you have connected the expansion
cables, continue to connect the cables. The units will reboot

again.

To confirm the status of each unit, press the blue button on each
expansion unit (2, 3, or 4). Do not press the button on unit 1 yet.

Running Diagnostics

Pressing the blue button on unit 1 runs the diagnostics on every
unit. The diagnostics verifiesthat everything isworking prop-
erly and ensures that you get the best performance from you
Bizfon 680s.

NOTE: You cannot use the Bizfon 680 for calls during diag-
nostics.
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1. Pressthe blue button on Unit 1. You hear:

“Welcome to the Bizfon diagnostics. Note that
during the diagnostics, the Bizfon may not be
used for calls. To run diagnostics on incoming
telephone lines and telephones, press the button
again.”

2. Push the button again. You hear:

“ Now running the incoming telephone lines test.
The LEDsfor each incoming line flash if a dial
tone isdetected. Each lineisretested every few
seconds. To end this test and continue with the
voice quality test, pressthe button again.”

While the diagnostics run, verify that all incoming lines have
blinking LEDs. Thisindicates that they are functioning cor-
rectly.

3. Push the button again. You hear:

“Incoming tel ephone lines test complete. Now
running the voice quality test. Please wait for the
test to complete.”

The voice quality test determines the sound quality of your
phone lines and automatically selects parametersto optimize
the audio for your installation. The test normally takes about
two minutes to complete. You hear a prompt letting you know
that the test isin progress as the test isrunning.

When the test completes, you hear:

“\Voice quality test complete. Now running the
extensions test. Extensions will ring consecutively
until the button is pushed again.”

Thistest verifiesthat all physical extensions are connected to
the Bizfon correctly.

4. Push the button again. You hear:
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“ Extensions test complete.”

The system announces that it isready and also announces the
current time and date.

Your Bizfon 680s are now ready.
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Appendix B
Multi-Language System Setup

Choosing your Preferred Language(s)

Your Bizfon 680 is shipped from the factory with one of the fol-
lowing two language configurations:

* English-only
* Multi-language

NOTE: Thissectionisonly applicable for the Multi-Lan-
guage Bizfon 680. The options below do not apply to
the English-only Bizfon 680.

The Multi-Language Bizfon allows you to select a primary and
secondary language at the system level.

It al'so allows you to select alanguage for each individual exten-
sion.

Choosing System-Level Language Preferences

You can change the language configuration at the system level.
For example, your customers might be primarily French-speak-
ing, but some of your customers are English-speaking, and you
would like to give them the option of hearing the Bizfon speak
to them in English. You can, in this case change the language
configuration to be French Primary, English Secondary.

To change the system-level preferred language configuration:
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1. Access Personal Settings.

SETTINGS, press ENTER. Phone must

‘ BizTouch 3: Press SETUP, select
= be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press(. If you have not
yet set up the extension, you must press [+
before you can access settings.

Dial extension 200 to access General Settings.
Enter the system password, if required, then press(#].
Press[2] for Language Options.

a > w DN

Follow prompts to choose one of the language configura-
tions above.

Choosing Personal Language Preferences

You can change the language configuration for each individual
extension. For example, your office may have three francoph-
one sales representatives, and one anglophone sales representa-
tive. The anglophone employee may prefer the option of
hearing the Bizfon speak to them in English at their extension.
You can in this case change the language configuration to be
English-only for that specific extension.

To change the language preference for an individual extension:

82 Bizfon, Inc.



Appendix B Multi-Language System Setup

1. Access Personal Settings.

BizTouch 3: Press SETUP, select
6:, SETTINGS, press ENTER. Phone must
be hung up. If it is not, press FORWARD.

BizTouch 2 or BiZTouch 1: Press

#£»  sTines
©

Bizfon conference series phone or non-
BizTouch phone: Press(. If you have not
yet set up the extension, you must press [+
before you can access settings.

Dial your extension number, or [+] for this extension.
Enter your password, if required, then press(#].
Press[2] for Additional Settings menu.

Press (4] to go into Default L anguage setup.

©o a0 ~c w Db

Follow prompts to set the Current Language as desired.

Other Language Considerations

Recording a System Greeting

The Automated Attendant System Greetings for both Day mode
and After Hours mode come pre-set from the factory.

If you wish to create your own bilingua System Greeting, or
customize the greeting in any other way, see “ Automated Atten-
dant Greetings” on pagel9 for instructionsto do so.

You may even wish to have a greeting as short asthis:

“ Thank you for calling. To continuein English,
press(4]. Pour continuer en francais, faites le [5].”
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In this case, you would make use of the Informational Message
feature to create individual-language greetings.

Informational Messages

Informational messages can aso be created so that each mes-
sage ishilingual, or they can be configured so that each isin a
specific language.

For example, your System Greeting may contain the following
text for giving directions to the office in two languages:

“ For directionsto the office, press[]. Pour vous rendre a nos
bureaux, faitesle[s].”
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Bizfon 680 Specifications

Electrical Specifications

Power Input:
115 VAC, 50/60 Hz
17 Watts nominal

Recommended Operating Conditions

Operating Temper ature:
40° F to 104° F (0°C to 50°C)

Humidity:
0 to 95% non-condensing

Telephone Connectors

Central Office IncomingTeephone Linelnputs:
Six 6-pin modular jacks

Telephone Extension Connectors:

Eight 6-pin modular jacks

Music-On-Hold Connector (M OH):
RCA Phono Jack

Input impedance: 470 kOhms

Input Level: 500 mV nominal

Dimensions
17-3/8" (44 cm) long x 8-1/8" (20.6 cm) wide x 2-5/16" (5.9 cm) high

Weight
31bs. 7 oz.
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Regulatory Information

FCC Part 15
FCC Part 68
UL 1950 Listed
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Regulatory and
Safety Information

FCC Statement: Part 68

This equipment complies with FCC rules, Part 68. On the BOT-
TOM of this equipment isalabel that contains, among other
information, the FCC Registration Number and Ringer Equiva-
lence Number (REN) for this equipment. If requested, provide
thisinformation to your telephone company.

The (REN) is useful to determine the quantity of devicesyou
may connect to your telephone line and still have al of those
devices ring when your number is called. In most, but not all
areas, the sum of the RENs of all devices should not exceed 5.0.
To be certain of the number of devices you may connect to your
line, as determined by the REN, you should call your local tele-
phone company to determine the maximum REN for your call-
ing area.

If this equipment 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 isn't practical, you will be notified as soon as possible.
You will be advised of your right to file a complaint with the
FCC.

Your telephone company may make changesin itsfacilities,
equipment, operations, or procedures that could affect the
proper operation of your equipment. If they do, you will be
given advance notice to give you an opportunity to maintain
uninterrupted service.

If you experience trouble with this equipment, please contact
the manufacturer for warranty/repair information. The Tele-
phone Company may ask that you disconnect this equipment
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from the network until the problem has been corrected or until
you are sure that the equipment is not malfunctioning.

This equipment may not be used on coin service provided by
the Telephone Company. Connection to party lines is subject to
state tariffs.

FCC rules prohibit the use of non-hearing aid compatible tele-
phonesin the following locations or applications:

(2) All public or semipublic coin-operated or credit card tele-
phones.

(2) Elevators, highways, tunnels (automobile, subway, railroad
or pedestrian) where a person with impaired hearing might be
isolated in an emergency.

(3) Places where telephones are specifically installed to alert
emergency authorities such asfire, police, or medical assistance
personnel.

(4) Hospital rooms, residential health care facilities, convales-
cent homes, and prisons.

(5) Workstations for the hearing impaired.

(6) Hotel, motel, apartment lobbies; in stores where telephones
are used by patrons to order merchandise; in public transporta-
tion terminals where telephones are used to call taxis, or to
reserve lodging or rental cars.

(7) Hotel and motel rooms. At |east ten percent of the rooms
must contain hearing aid compatible telephones; or jacks or
plug-in hearing-aid compatible telephones which will be pro-
vided to hearing impaired customers upon request.
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FCC Statement: Part 15, Class A

RADIO AND TELEVISION INTERFERENCE

This equipment has been tested and found to comply with the
limitsfor aClass A digital device, pursuant to Part 15 of the
FCC rules. These limits are designed to provide reasonable pro-
tection against harmful interferencein aresidential installation.
This equipment generates, uses and can radiate radio frequency
energy and, if not installed and used in accordance with the
instructions, may cause harmful interference to radio communi-
cations. However, there is no guarantee that interference will
not occur in aparticular installation. If this equipment does
cause harmful interference to radio or television reception,
which can be determined by turning the equipment off and on,
the user is encouraged to try to correct the interference by one
or more of the following measures:

- Reorient or relocate the receiving antenna.

- Increase the separation between the equipment and the
receiver.

- Connect the equipment into an outlet on acircuit different
from that to which the receiver is connected.

- Consult the dealer or an experienced radio/TV technician for
help.

You may also find helpful the following booklet, prepared by
the FCC, “How to Identify and Resolve Radio-TV Interference
Problems.” This booklet isavailable from the U.S. Government
Printing Office, Washington D.C. 20402.

Changes and Modifications not expressly approved by the man-
ufacturer or registrant of this equipment can void your authority
to operate this equipment under Federal Communications Com-
mission rules.

Bizfon Administrator's Guide 89



Appendix D Regulatory and Safety Information

Canadian DOC Statement

“This digital apparatus does not exceed the Class A limitsfor
radio noise emissions from digital apparatus set out in the Radio
Interference Regulations of the Canadian Department of Com-
munications.”

“Le present appareil numerique n'emet pas de bruits radioel ec-
triques depassant les limites applicables aux appareils numer-
iques delaclass A prescrites dans le Reglement sur le
brouillage radioel ectrique edicte par |e ministere des Communi-
cations du Canada.”

Industry Canada Notice

The Industry Canada label identifies certified equipment. This
certification means that the equipment meets telecommunica-
tions network protective, operation and safety requirements as
prescribed in the appropriate Terminal Equipment Technical
Requirements document(s).

The Department 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 facili-
ties of the local telecommunications company. The equipment
must also be installed using an acceptable method of connec-
tion. The customer should be aware that compliance with the
above conditions may not prevent degradation of servicein
some situations.

Repairsto certified equipment should be coordinated by a rep-
resentative designated by the supplier. Any repairs or alterations
made by the user to this equipment, or equipment malfunctions,
may give the telecommunications company cause to request the
user to disconnect the equipment.

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

CAUTION: Users should not attempt to make such connections
them-selves, but should contact the appropriate el ectric inspec-
tion authority, or electrician, as appropriate.

NOTICE: The Ringer Equivalence Number (REN) assigned to
each terminal device provides an indication of the maximum
number of terminals allowed to be connected to a tel ephone
interface. The termination on an interface may consist of any
combination of devices subject only to the requirement that the
sum of the Ringer Equivalence Numbers of all the devices does
not exceed 5.

Important Safety Instructions

Some of the following information may not apply to your par-
ticular product; however, when using telephone equipment,
basic safety precautions should always be followed to reduce
therisk of fire, electric shock and injury to persons, including
the following:

1. Read and understand al instructions.
2. Follow all warnings and instructions marked on the product.

3. Unplug this product from the wall outlet before cleaning. Do
not use liquid cleaners or aerosol cleaners. Use adamp cloth for
cleaning.

4. This product should not be used while you are in a bathtub,
shower or pool. Immersion of the product in water could cause
an electrical shock.

5. Slots and openingsin the cabinet back or bottom are provided
for ventilation, to protect it from overheating. These openings
must not be blocked or covered. The openings should never be
blocked by placing the product on the bed, sofa, rug, or other

Bizfon Administrator's Guide 91



Appendix D Regulatory and Safety Information

similar surface. This product should not be placed in a built-in
installation unless proper ventilation is provided.

6. This product should be operated only from the type of power
source indicated on the marking label. If you are not sure of the
type of power supply to your home, consult your local power
company.

7. Do not allow anything to rest on the power cord. Do not
locate this product where the cord will be abused by persons
walking on it.

8. Do not overload wall outlets and extension cords as this can
result in the risk of fire or eectric shock.

9. Never push objects of any kind into this product through cab-
inet slots as they may touch dangerous voltage points or short
out partsthat could result in arisk of fire or el ectric shock.
Never spill liquid of any kind on the product.

10. To reduce the risk of electric shock, do not disassemble this
product. Opening or removing covers may expose you to dan-
gerous voltages or other risks. Incorrect reassembly can cause
electric shock when the appliance is subsequently used.

11. Do not expose this product to extreme temperatures such as
found near a hot radiator or stove, or in acar parked in the sum-
mer sun.

12. Do not place lighted candles, cigarettes, cigars, etc., on this
product.

13. Never touch uninsulated tel ephone wires or terminalsunless
the telephone line has been disconnected at the network inter-
face.

14. Never install or modify telephone wiring during alightning
storm.
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15. Never install telephone jacksin wet locations unless the
jack is specifically designed for wet locations.

16. Use caution when installing or modifying telephone lines.

17. Unplug this product from the wall outlet and refer servicing
to qualified service personnel under the following conditions:

A. When the power supply cord or plug is damaged or frayed.

B. If the product has been exposed to rain or water.

C. If the product does not operate normally by following the
operating instructions.

D. If the product has been dropped or the cabinet has been dam-

aged.
E. If the product exhibits a distinct change in performance.

18. Avoid using a telephone (other than a cordless type) during
an electrical storm. Theremay be aremote risk of electric shock
from lightning.

19. Do not use this product to report agasleak in the vicinity of
the leak.

20. Do not place this product on an unstable cart, stand or table.
The product may fall, causing serious damage to the product.

Bizfon Administrator's Guide 93



Appendix D Regulatory and Safety Information

Safety Warning
CAUTION!

Danger of explosion if battery isincorrectly replaced.

Replace only with the same or equivalent type recommended by
the manufacturer.

Dispose of used batteries according to the manufacturer’'s
instructions.

Attention!

Il'y adanger d' explosion s'il y aremplacement incorrect de la
batterie.

Remplacer uniquement avec une batterie du meme type ou d' un
type equivalent recommande par le constructeur.

Mettre au rebut les batteries usagees conformement aux instruc-
tions du fabricant.
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Index

Symbols
* ashold
Disabling, 42

Numerics
200, 14

201 - 208, 14
249, 15

250 - 264, 15
290, 16

299, 16

A
Adding units, 73
After Hours greeting
Changing, 25
After Hours Mode, 24
Changing the list of After Hours extensions, 29
Turning it on/off, 24
Announcement of remote incoming calls, 45
Turning on/off, 45
Answering incoming calls remotely, 45
Authorization to make outside calls
Turning it on/off, 50, 51
Automated Attendant, 19-26
After Hours mode, 20
Behavior when off, 20
Changing call profile, 20
Changing its behavior, 20
Day mode, 19
Greetings, 21
Playing after extension istried, 20
Turning off, 26
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B

Bracket
orientation, 4
tabs, 5

C
Cables
network for three or four switches, 69
network for two switches, 68
Call handling
Taking incoming calls remotely, 45
Call routing, 29
Call Waiting
Turning Bizfon Call Waiting on/off, 49
Cdls
incoming, 19-38
Changing
After Hours greeting, 25
Phone type, 35, 36
System day greeting, 22, 23
system password, 11
Clock
setting, 13
Cluster
Installation, 5779
Configuring apredial string, 51, 52
Connecting
Audio device for music-on-hold, 55
Audio device for public address, 55
Extensions, 6, 7
Phonelines, 6, 7
power failure telephone, 17
Contacting a Customer Care Agent, 16
Cover
Removing, 67
Creating informational messages, 34
Customer Care, 16
Turning access authorization on/off, 37, 38
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D
Diagnostics, 77
running, 7
Dial-by-name directory, 27
Excluding yourself, 27
Directories
Dia-by-name, 27
Extension, 27
Disabling * as hold on a non-BizTouch phone, 42
Documents included with your Bizfon products, viii

E
Emergency numbers
dialing, 17
Emergency use, 17
Ethernet hub, 68, 69
Expanding voice mail capacity, 44
Extensions, 39-52
200, 14
201 - 208, 14
249, 15
250 - 264, 15
290, 16
299, 16
Changing after hourslist, 29
Changing personal options for the Operator, 31
Choosing which extension rings when callers press 0, 30
Connecting, 6, 7
Defined, 39
Operator, 30
Operator Extension, 16, 30
Physical extensions, 14
Removing passwords, 47
Resetting, 48
Setting up physical extensions, 11, 40
Setting up Virtual Extensions, 41
Universal Extensions, 39
Virtua extensions, 15

Bizfon Administrator's Guide 97



Index

Extensions directory, 27

F
Fax machines
Fax extension setup, 53, 54
Tips, 54
Using for incoming voice cals, 54
Using your Bizfon with, 53

G
General settings, 14
Greetings, 12
Automated Attendant, 21
Changing system day greeting, 22, 23
Changing the After Hours greeting, 25
Multi-language considerations, 83
Resetting, 23
Sample, 22
System greetings, 12
Tips, 21
Turning off the Automated Attendant, 26
Group ring, 32, 33
for 0, 32
Setting up for an extension, 33
With Automated Attendant off, 32

H
House cables
Identifying extensions, 63
House extensions
Terminating, 65

I

Incoming calls
Directing to a specific extension, 29
How they are handled, 19-38
Routing to an extension, 26
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Incoming telephone lines
Terminating, 62
Informational Messages
Setting up, 33
Informational messages, 33
Additional, 35
Creating, 34
Example, 34
Multi-language considerations, 84
Initial settings, 9-17
Installation, 1-8
Installing more than one switch, 57-79
Installing one Bizfon 680, 1-8

L
Labels
Locating on switch, 72
Language preferences
Choosing for an individual extension, 83
Choosing personal, 82
Choosing system-level language, 81
Locating multiple switches, 60

M
Meeting Room, 16
Messages
for the Operator, 44
Ordering, 44
Messages
Informational, 33
Modems, 56
Multibox
Creating from standalone units, 76
Installation, 5779
Removing units, 74
Multi-Language
System setup, 81-84
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Multiple switches
Locating, 60

Music-on-Hold
Audio for, 55

Music-on-hold, 37

N

Network cables
for three or four switches, 69
for two switches, 68

O
Office equipment

Using your Bizfon with, 53-56
Operator

Personal options, 31
Operator extension, 16, 30

Other than 201, 30, 31
Operator Messages, 44
Operator Voice Mailbox, 44
Ordering of messages, 44

P
Passwords
Setting when you set up an extension, 11, 40
System Password, 11
Personal options
Operator, 31
Phone lines
Connecting, 6, 7
Extensions, 6, 7
Phone type
Changing, 35, 36
Physical extensions, 14
Setting up, 11, 40
Ports
Expansion, 69, 71
Network, 69, 71
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Power failure telephone, 17
Predial string

Configuring, 51, 52
Public Address, 15

Audio devicesfor, 55

R
Regulatory and Safety Information, 8794
Remote Access

When Automated Attendant is off, 46
Remote incoming calls

Announcement, 45
Removing cover, 67
Removing extension passwords, 47
Removing units from amultibox installation, 74
Resetting

Greeting, 23
Resetting an extension, 48
Routing incoming callsto an extension, 26
Running diagnostics, 7

S
Sample Auto Attendant greeting, 22
Setting up
Fax extension, 53, 54
System, 19-38
Settings
Accessing General Settings, 14
Changes you can make, 9, 10
Initial, 9-17
Single switch install
example, 58
Specifications, 85, 86
system, 12
System clock, 13
System greetings, 12
System setup, 19-38
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T
Taking incoming calls remotely, 45
Telephones

Changing the phone type, 35

Telephone-specific Instructions, viii
Termination of incoming telephonelines, 62
Three switch install

Example, 59
Tools

Required for professional installation, 58
Two switch install

Example, 59

U
Units
Adding, 73
Using your Bizfon with other office equipment, 53-56

\

Voice mall
Expanding capacity, 44
Ordering of messages, 44

Voice Vault Card
Expanding voice mail capacity, 44
Informational messagesand, 33, 35
Virtual extensions and, 16

W
Wall mount, 4
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