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INTRODUCTION
This User Guide has been specifically written with the attendant in mind, as it’s for the operation of the Digital DSS/Attendant Console together with the Digital Executive Key Station.

We hope that this User Guide will not only help you operate your console better, but enhance your understanding of the system.
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ACCESS AUTHORISATION CODE

To Register Temporary COS change for User/s as Attendant.
The Attendant can change the Class Of Service (COS) of a station to prevent unauthorised calls by other users restricting the COS on a station to incoming calls only.

To activate temporary Intercom COS change:

·
Press [TRANS/PGM] button.

·
Dial [#] [2].
·
Enter the station range.

·
Press [HOLD/SAVE] button.






To Remove Temporary 

COS Change
To remove temporary COS change for User/s as Attendant:

·
Press [TRANS/PGM] button.

·
Dial [#] [3].

·
Enter the station range.

·
Press [HOLD/SAVE] button.


·


To Erase Access Authorisation Code -

Password
·
Press [TRANS/PGM] button.

·
Dial [*] [4] followed by the Station range to be erased.

·
Press [HOLD/SAVE] button.
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Attendant Intrusion


To register Attendant Intrusion:

·
Press [TRANS/PGM] button.

·
Press the flexible button to be registered.

·
Press [HOLD/SAVE] button.  Confirmation tone is heard.

To activate attendant intrusion: 

·
Press [DSS] button corresponding to the busy station you wish to call.  Attendant receives busy tone.

·
Press [ATD INTRUSION] button.  Intrusion warning tone is provided to the busy station after 3-way conference is set-up.




BACKGROUND MUSIC (BGM)
Intercom Box BGM Selection by Attendant
The Attendant can select a music channel source and send it to an ICM box (door station).  To set ICM Box Music:

·
Press [TRANS/PGM] button.  [TRANS/PGM] button is flashing.  [MON] button lights steadily.

·
Dial feature code [*] [0].

·
Dial Music Channel Number (0, 1, 2)

·
Press [HOLD/SAVE] button.  You will hear the confirmation tone.




DAY/NIGHT MODE SERVICE (Manual/Automatic)
Placing of Night/Day Mode via Attendant Station
The Attendant can place the system into night service mode manually or automatically by the following procedure.

To change Day/Night Mode Manually.

·
Press [DND] button.  [DND] button lights steadily.

To change Day/Night Mode Automatically.

·
Press [TRANS/PGM] button.

·
Dial [#] [9].

·
Enter [DAY TIME + NIGHT TIME] or [DAY TIME] + *, or * [NIGHT TIME].

·
Press [HOLD/SAVE] button.

NB
This procedure will change ring assignment and


station Class of Service according to system


programming.
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Calculator
Any display phone on the Aria-162 may be used as a calculator.

To access the calculator function:

·
On display telephone press [TRANS/PGM]
·
Press [FLASH]
Your calculator is now accessible.

Flexible buttons 1-4 are plus (+), minus (-), times (x),

and divide by (/) respectively.

For example, to calculate 36 x 2

·
Press first number (i.e.: 36)

·
Press [FLEXIBLE] button 3 (i.e: x)

·
Press next number (i.e: 2)

·
Press [SAVE] (i.e.: =).  The display will now show the answer 72.

·
[FLASH] is all clear (AC).




DIGITISED VOICE UNIT (DVU)

Recording System Greetings
If your system has a Digitised Voice Unit which is purchased as an optional feature on the Aria Telephone System, the following steps will instruct you on the operation of the DVU.

System Greetings can be recorded onto Hunt Groups (ACD/Circular/Terminal/Voice Mail), Night Service, Auto Attendant and DISA.

The System Attendant records system greetings as follows:

·
Press [TRANS/PGM]
·
Press [#] [4] then
1 or 01 (for Announcement 1)





2 or 02 (for Announcement 2)





3 or 03 (for Announcement 3).

Announcement 1
is used for ACD (message 1),



Circular or Terminal Hunt group 


announcement, and as the Auto 


Attendant announcement.
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DIGITISED VOICE UNIT (DVU)

Recording System Greetings (Cont’d)
Announcement 2 
is used for ACD (message 2), Night Service Announcements and Automated Attendant.

Announcement 3 
is used to announce busy stations when called via Auto Attendant.

The DVU allows 60 seconds recording time for all of 

these announcements




Automated Attendant
Incoming CO calls receive a system greeting from the DVU.

·
Call into the system from an external source.

·
You will receive a system greeting that will give you choices of destination ie dial a station, engage another CO line and dial out (requires authorisation code), or hold.

·
If the caller chooses to wait, the call will automatically go to the Attendant station.






External Calls Transferred to DVU by the Attendant
An external source cannot leave a message at a station if the station does not forward to the DVU.  In this case the caller is automatically returned to the Attendant.

An external source can leave a message at any station if they have been transferred to that station by the attendant.

Attendant Transfer:

·
Attendant answers incoming call

·
Attendant presses station DSS key

·
Attendant hangs up or presses release to transfer call

·
Caller is connected to DVU and can leave a message as required.
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Recording Personal Greeting
·
Lift handset or press [MON] button to use speakerphone.

·
Dial [4] [0] [4] the system will prompt you “Record your Greeting”.

·
Record your greeting (Max 20 sec).  When you have finished recording:

·
Press [HOLD/SAVE] button to save your greeting (greeting effective until cancelled) or
·
Press [MON] button for greeting to remain for 48 hours only (greeting will automatically erase after 48 hours).

·
If you do not answer your phone, callers will hear your message if you do not answer your phone immediately.

Note:
The DVU allows up to 25 users to each have a


message no more than 20 sec long, at one


given time.






Playback Personal Greeting:
·
Dial [4] [0] [6] to playback personal Greeting you have recorded.




Deleting Personal Greeting:
·
Dial [4] [0] [5] to delete personal Greeting.




Leaving a Message from an Internal Source:
You can leave a message at a station, if it is forwarded to the DVU, by using steps as follows:

·
Dial a station that is forwarded to the DVU.

·
You will hear the recorded greeting from the station user.

·
The system will prompt you (“if you want to leave a message, press hash [#] key”).

·
Press [#] key.  Wait for the system prompt (“record your message”), then you will hear a beeping sound (known as tone) to:

·
Record your message.

·
Hang up.
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Leaving a Message from an External Source:
Any external source can leave a message at a station when the station is forwarded to the DVU.  Any calls to a station that is busy or receives no answer will be forwarded to the attendant (operator).

To leave a message at a station from an external source:

·
Dial the required station.

·
You will hear the recorded greeting from the station user.

·
The system will prompt you (“if you want to leave a message, press hash [#] key”).

·
Press [#] key.  Wait for the system prompt (“record your message”), then you will hear a beeping sound (known as the tone) to:

·
Record your message.

·
Hang up.

NB
Any calls forwarded to the Attendant can leave a


message as above if the attendant transfers


them to the desired station.




Message Retrieval
If messages have been left for you at your station, your CALLBK button will be flashing.

To hear your messages:

·
Press [CALLBK] key

·
You will hear “Message-Time” and the first message


-
Press [CALLBK] key to repeat


-
Press HOLD/SAVE] key to save


-
Press [CONF] key to cancel

·
Next message will be played.

NB
-
The maximum number of messages that can be



left at your station is five.  After five messages



have been left the next callers will not receive



prompts.


-
A station can leave one message at a specific



station.  A second message from the same



station will override the previous one.
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Message Retrieval

(Cont’d)

-
An attendant station can leave up to five



messages at any one station.


-
Deleting a personal greeting will not erase your



messages.


-
Messages saved by pressing [HOLD/SAVE]



button will erase automatically after 48 hours.






Voice Prompts
The DVU will give you audible voice prompts in response to number codes being pressed on the key pad of your station.  To hear various prompts, enter the numbers as shown below:

To hear, “Time is xx:xxpm”

·
Press [4] [0] [1]

To hear, “Date is July, 20th”

·
Press [4] [0] [2]
To hear, This is station xxxx”

·
Press [4] [0] [3]
To hear a station status report.

·
Press [4] [0] [7]
NB
The station status report will automatically tell you


(a)
Station number


(b)
If the station is set to Handsfree/Tone/Privacy


(c)
The Class of Service (COS) programmed


If required, the system can be programmed to include the following information in the station status report.


(d)
Listed message x (the number of messages



waiting).


(e)
Wake-up time xx:xx am or pm


(f)
Do not disturb


(g)
Forwarded to station xxx


(h)
Forwarded to speed bin xxx


(i)
Queued CO xx


(j)
Locked (temporary COS change)
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Remote Control
You can access DVU messages and greetings remotely from an outside source, if you have an Authorisation Code set.

·
Call your extension.

·
While listening to your personal greeting, dial [*].


You will hear prompt “Enter your authorisation


Code”.

·
Enter the following codes depending on your requirements.


[7] [4]  To play greeting.


[2] [4]  To change greeting


[3] [4]  To delete greeting


[7] [6]  To play messages


[2] [3]  All done (Exit and Drop Line)

·
If an external calling party, press [#] key, the current DVU message is erased and the next message will be played.






EXCHANGE LINE ACCESS
To Disable Outgoing Exchange Lines

·
Press [TRANS/PGM] button.

·
Dial [*] [8]
·
Press desired outside line button.

·
Confirmation tone means line is disabled.

·
Repeat process to enable.








Aria Communications
ATTENDANT & DSS USER GUIDE ON DIGITAL EXECUTIVE KEYSTATION

FLEXIBLE BUTTONS

Flexible Button Assignment Table
You may have up to 24 buttons on your key station which are flexible buttons.  These buttons can be programmed to have various functions as shown in the table below.

Example of Flexible Button Assignments:



LINE 1

LINE 2

LINE 3

LINE 4













LUCY

TINA

PETER

TOM













MOBILE

HOME

AMBUL’CE

POLICE













CALL P/UP

ICM

PAGING

REDIAL

To Program Flexible Buttons
·
Press [TRANS/PGM] button

·
Press flexible button you wish to program.

·
Enter desired code as per table below.

·
Press [HOLD/SAVE] button.




To Erase Flexible Buttons
·
Press [TRANS/PGM].

·
Press flexible button to be erased.

·
Press [HOLD/SAVE] button.

Aria162 SYSTEM CODES FOR FLEXIBLE BUTTON PROGRAMMING (*)

Direct Station Select:
Station Number 



(100-231) 

Call Park:
601 - 619

Hunt Group:
251 - 298

Dial Memo:
[TRANS/PGM] + 80

Call Wait(Camp on):
[TRANS/PGM] + 85

Wake-up

Registration (continued)
[TRANS/PGM] + 41 


Cancellation:
[TRANS/PGM] + 42

Access Authorisation Code


Registration:
[TRANS/PGM] + 44


Change:
[TRANS/PGM] + 45


Blocking Outside Call:
[TRANS/PGM] + 46


Restoring Outside Call:
[TRANS/PGM] + 47

Pre-selected Message:
[TRANS/PGM] + 77

Background Music (#):
[TRANS/PGM] + 73

Universal Night Answer:
77

Attendant Intrusion:
[TRANS/PGM] + 86

Loop Button:
[TRANS/PGM] + 84

Account Code:
[TRANS/PGM] + 81


Paging


Internal Zone 1
#01

     to   
Internal Zone 20
#20


Internal All Call
#5

External Zone 1
#6


External Zone 2
#7


External All Call
#8


System All Call
#00


Meet Me Answer
##


Group Call Pickup
* *

Speed Dial


Station Speed Dial
[SPEED] + Bin No (01-19)


System Speed Dial
[SPEED] + Bin No (200-999)


Station DVU (*)
40 to 47


Alarm Answer
65


ACD Status


(Supervisor)
[TRANS/PGM] + 8*
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Aria-34 SYSTEM CODES FOR FLEXIBLE BUTTON PROGRAMMING (*)

Direct Station Select:
Station Number 



(100-131) 

Call Park:
601 - 605

Hunt Group:
620 -631

Dial Memo:
[TRANS/PGM] + 80

Call Wait(Camp on):
[TRANS/PGM] + 85

Wake-up

Registration (continued)
[TRANS/PGM] + 41 


Cancellation:
[TRANS/PGM] + 42

Access Authorisation Code


Registration:
[TRANS/PGM] + 44


Change:
[TRANS/PGM] + 45


Blocking Outside Call:
[TRANS/PGM] + 46


Restoring Outside Call:
[TRANS/PGM] + 47

Pre-selected Message:
[TRANS/PGM] + 77

Background Music (#):
[TRANS/PGM] + 73

Universal Night Answer:
77

Attendant Intrusion:
[TRANS/PGM] + 86

Loop Button:
[TRANS/PGM] + 84

Account Code:
[TRANS/PGM] + 81


Paging


Internal Zone 1
#01

     to   

Internal Zone 5
#05


Internal All Call
#5


External Zone 1
#6


External All Call
#8


System All Call
#00


Group Call Pickup
* *

Speed Dial


Station Speed Dial
[SPEED] + Bin No (01-19)


System Speed Dial
[SPEED] + Bin No (200-599)


Station DVU (*)
404 to 407


Alarm Answer
65


ACD Status


(Supervisor)
[TRANS/PGM] + 8*



INTERCOM CALLS

Dial by Name (for ICM)
·
Press [TRANS/PGM] button.

·
Dial [#] [8].

·
Press the station number and enter the name using the codes shown in Customised Messages (on next page)

·
Press [HOLD/SAVE] button.




Intercom Group Call
·
Lift handset or press [MON] button.  [MON] button lights.

·
Press [INTERCOM GROUP CALL] button predetermined by programming.  Ref: Flexible Button Programming - Code  (251 - 298) (620 - 631).

·
Call is connected to idle station in the group.





Aria Communications
ATTENDANT & DSS USER GUIDE ON DIGITAL EXECUTIVE KEYSTATION

Placing Intercom Call from the DSS
·
Lift Handset or press [MON] button.  [MON] button lights.

·
Press desired [DSS] station button.

·
Hang up or press [RELEASE] key to terminate call.




MESSAGES
Customised Messages

·
Press [TRANS/PGM] button.

·
Dial [7] [7].

·
Dial the number of the desired message 11 - 20.

·
Enter the desired message using the pattern 
below.


·
Press [HOLD/SAVE] button.

A=[2][1]
B=[2][2]
C=[2][3]
D=[3][1]

E=[3][2]
F=[3][3]
G=[4][1]
H=[4][2]

I = [4][3]
J=[5][1]
K=[5][2]
L=[5][3]

M=[6][1]
N=[6][2]
O=[6][3]
P=[7][1]

Q=[1][1]
R=[7][2]
S=[7][3]
T=[8][1]

U=[8][2]
V=[8][3]
W=[9][1]
X=[9][2]

Y=[9][3]
Z=[1][2]
.=[1][3]
‘=[*][3]

:=[*][2]
BLANK=[*][1]
0=[0][0]


1=[1][0]
2=[2][0]
3=[3][0]
4=[4][0]

5=[5][0]
6=[6][0]
7=[7][0]
8=[8][0]

9=[9][0]



Erasing Station Messages
Attendant can cancel the following features of other stations:  DND, CALL FORWARD, PRESELECTED MESSAGES.  To cancel a feature:

·
Press [TRANS/PGM] button.  [TRANS/PGM] button is flashing.  [MON] button lights steadily.

·
Dial [*] [9].
·
Dial the station range to be cancelled

·
Press [HOLD/SAVE] button.  You will hear the confirmation tone.  The station goes to idle status automatically.
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OVERRIDING DO NOT DISTURB (DND)

Overriding a Keystation in Do Not Disturb
·
Press [DSS] button of station to be overridden.  (Hear DND tone or busy tone).

·
Press [OVERRIDE] button predetermined by programming. (Ref: Flexible button programming - Attendant Intrusion).



PAGING
Making a Page
·
Lift handset or press [MON] button.

·
Press [PAGE] button predetermined by programming. (Ref: Flexible button programming on Page 14).

·
Speak in normal tone of voice to deliver message.

·
Hang up handset or press [RELEASE] button.




STATION MESSAGE DETAIL RECORDING (SMDR)

Introduction


System Message Detail Recording is an optional feature that allows the Attendant to request and access a variety of data, including the following:

·
Incoming / Outgoing All Calls and Long Distance

·
ACD Statistics

·
Traffic Analysis

·
Wake-Up Call Report

·
Station Call Report
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To Print Accumulated SMDR Records
For station basis:

·
Dial [6] [6] [1] and enter station range to be printed, press [HOLD/SAVE] button.

·
Accumulated SMDR records will be printed out through the printer or PC connected to KSU if fitted.

For Account group basis:

·
Dial [6] [6] [2] and enter call account group range (01-99) to be printed, press [HOLD/SAVE] button.

Accumulated SMDR records will be printed out through the printer or PC connected to KSU.

STATION MESSAGE DETAIL RECORDING (SMDR)
To Erase SMDR Records
For station basis:

·
Dial [6] [6] [3] and enter station range to be erased.  SMDR records will be erased for all stations in dialled group(s).

·
Press [HOLD/SAVE] button.

For call account group.

·
Dial [6] [6] [4] and enter station range to be erased.

·
Press [HOLD/SAVE] button.

Display Call Charge:

·
Dial [6] [6] [5] and enter station number.

To abort printing.

·
Press [TRANS/PGM] and dial [6] [6] [6].






SYSTEM SPEED DIAL

System Speed Dial

for Access Authorised Stations
A group of numbers can be stored within the system for access by authorised stations.

These numbers provide speedy access to often used outgoing CO dialling numbers.

·
Press [SPEED] button.

·
Dial speed bin number 200 through 999.
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TIME AND DATE

To Change Time/Date Format (Cont’d)
·
To select different time display on LCD, press [TRANS/PGM + * 6].  The format toggles between 12 hour mode and 24 hour mode.



TRAFFIC ANALYSIS
Traffic Analysis at System Attendant
Traffic Analysis is an optional feature that will allow the attendant to request various traffic data to be printed when required.  The print out may include two forms of Traffic data.  Peg Counts give an actual count of the number of times a particular operation has occurred (shown in absolute values from 0000 to 9999).  Usage Times show the average occupancy of a device (ie. stations, CO lines, DTMF receivers etc) in seconds from 0000 to 9999. 

Counts and times are cumulative from the time the monitoring is activated, and are reset by initiating the start up procedure again.

To start the traffic analysis at System Attendant:

·
Press [TRANS/PGM] button.

·
Dial [#] [7] [1]
·
Press [HOLD/SAVE] button.

To stop the traffic analysis at system Attendant:

·
Press [TRANS/PGM] button.

·
Dial [#] [7] [2]
·
Press [HOLD/SAVE] button.

To print the result of traffic analysis at System Attendant:

·
Press [TRANS/PGM]  button.

·
Dial [#] [7] [3]
·
Press [HOLD/SAVE] button.

To abort printing at System Attendant:

·
Press [TRANS/PGM] button.

·
Dial [#] [7] [4]
·
Press [HOLD/SAVE] button.
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TRANSFERRING CALLS
Transferring an Outside Line to Another Station
·
While connected to an outside line, press desired [DSS] station button.

·
You can wait to announce the transfer or 


Press [RELEASE] key or hang up.




WAKE UP CALLS

To Register a Wake-Up Call
This feature is used as a timed-reminder call to one or a group of stations for when a meeting, or some other engagement has been scheduled.

·
Press [TRANS/PGM] button.

·
Dial [4] [1]. [MON] button lights

·
Dial the station range (6 digits).  In the case of one station, dial the station number twice.

·
Upon hearing confirmation tone, enter 4 digit wake-up time (HHmm) in 24 hour mode.  (HH=00-23, mm=00-59)

·
Press [HOLD/SAVE] button.




To Cancel a Wake-Up Call
·
Press [TRANS/PGM] button.

·
Dial [4] [2].  You will hear confirmation tone and the [MON] button will be lit.

·
Enter the Station range to be cancelled (xxx-yyy)

·
Press [HOLD/SAVE] button.  [MON] button will go out.
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