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Answering Calls
If your phone is programmed to ring on incoming calls, simply lift the handset and you will be connected to ringing line. If you press the outside line button first, the call will be answered on speaker. 
Transferring 
the
 Call
With the caller on the line, press the button associated with the extension you wish to transfer the call to. The outside party will automatically be placed on hold and you are connected to the extension where you can announce the call. Hang up and the call is transferred. 
Putting 
A
 Call On Hold
Pressing the HOLD button once will put the call on hold for all stations to access it. 
Pressing the HOLD button twice will put the call on hold only on your own phone. No one else will be able to access the held line. 
Paging 
thru
 Phones 
Lift the handset and p
ress the All Call button and make your 
a
nnouncement
. 
All phones that have been programmed to receive pages will hear 
your announcement. 
Parking Calls
Press TRANS/PGM then select an unused PARK button. You can then 
page the desired party and tell them to pick up that PARK button.
) (
Conference Call
While connected to a call, press the CONF button (below the LCD display)
This will place the first call into the conference.
You now can call the party to be in the conference and once they have answered press the CONF again. This will place the second caller into the conference. 
Continue this procedure until you have all the parties in the conference. 
Press the CONF button again and you will be joined with the conference. 
Call Log – 
Press the Call Log button. 
From the display select Received calls or Dialed calls. Press the up and down button to scroll through the index. 
When you find the desired number press OK from the display and the number will be dialed. 
.
.
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The SBX 24 Button Digital 
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Features & Benefits
24-flexible (
progammable
) button phone; plus 7 fixed buttons & 3 soft keys
 
Easy to read 3 line x 24 character LCD display
 
Support for over 100 telephony features
 
Fast switching sp
eakerphone
2.5 mm headset jack
Message waiting light
8 distinctive ring tones 
) (
*  Programming
 Names
In your Phone User Guide on page 1-59 you will find a chart with the codes needed to add a name to each personal speed dial number bin.
) (
Personal Speed Dial
The SBX system provide
s
 100 speed dial number bins for each station on the system. These are programmed by each user for 
their own
 phone. 
Without lifting the handset 
–
Press TRANS/PGM key.
Press SPEED key
Dial Bin Number (000 -099)
Press CO Line button
Dial The Number To Be Saved.
Press the HOLD/SAVE key.
Enter The Name (If Desired)
 *
Press The HOLD/SAVE key
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Voice Mail Set Up
Before your voice mail box can store messages, you must record your name and greeting. 
First record your name by picking up the handset and pressing the TRANS/PGM button and dialing 6*. You will hear the instructions which will say "To Record Your Name Press the # Key." 
Press the # key and state your name then press the HOLD/SAVE key.
To record your Greeting press the TRANS/PGM key and dial 61. You will hear "To Record Your Greeting Press The # Key."
Press the # key and record your greeting then press the HOLD/Save key.
Sample Greeting " Hello, this is (your name) I'm on the phone or away from my desk, at the sound of the tone please leave your name, a short message and your phone number and I will return your call as soon as I can."
NOTE: Any time the voice mail asks you for your password, it will be your extension number followed by the # sign. You can change your password, but we recommend it be left as your extension number. 
Message Notification
When you have a message in your mail box, your CALL BACK button will be flashing. The display will tell you how many messages you have. 
Press the CALL BACK button and you will begin to hear your messages. 
Remote Notification 
To turn this feature on press TRANS/PGM button and dial 68. You will see a selection in your display. Select "1" 
then when the next screen comes up press "1" again. 
To program the number to be notified press TRANS/PGM button and dial 69 and then dial the number to be notified. Normally this will be a cell phone. When a message is left in your mail box, the system 
will call you and ask you to ent
er your password plus #. Once you have done this, you can then follow the Instructions and listen to your messages
. 
) (
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Attendant Features (Ext 100)
Recording System Greeting
 – 
Press TRANS/PGM and dial 
0
6. 
To record day greeting dial 001, and for night 002
Night Operation
 -
Press DND/FWD and dial 2 then press HOLD/SAVE
Day Operation
 – 
Press DND/FWD and dial 1 then press HOLD/SAVE
System Speed Dial
 - 
You can store up to 500 system speed dial numbers. These must be programmed from the Attendant (Ext 100).
Press PGM
Press SPEED
Dial the Speed Dial bin number (2000 -2499)
Press the CO Line Button
Dial the telephone number
Press HOLD/SAVE
Program Name *
Press HOLD/SAVE
*  Programming
 Names
In your Phone User Guide on page 1-59 you will find a chart with the codes needed to add a name to each speed dial number bin.
Setting Time 
And
 Date
Press the TRANS/CONF button
Press 041
Enter date, push OK button
Enter Time, push OK button
) (
Vertical SBX User Guide 
Attendant
)
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