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NEC SV8100  TELEPHONE USER GUIDE

ANSWERING CALLS

-1- Lift handset or press Speaker key (microphone must be turned on).

-2- Speak

ANSWERING SECOND INCOMING CALL 

(With a call in progress)

-1- Receive a Call Alert Notification in your handset, the answer key will also flash

-2- Press the HOLD key, then press the Answer key, speak with the second party.

-3- Press the flashing line key or conference key to return to the first call.

PLACING CALLS - INTERNAL

-1- Lift handset to get internal dial tone 

-2- Dial party’s extension and when answered speak

PLACING CALLS – EXTERNAL

-1- Lift handset to get internal dial tone

 -2- Dial 9 to get an outside line then ‘1’ plus 10 digits for numbers outside your area code.) If Within you area code dial 9 and the last ten digits

CO/PBX NUMBER REDIAL

-1- Press the REDIAL key up to 15 times to see the last 15 external numbers you’ve dialed.

-2- When you locate the number you wish to redial, either lift the handset OR press Speaker key to automatically dial the number on the screen

-3- When Answered speak

MICROPHONE CONTROL

-1- Press the MICROPHONE ( MIC ) key.

-2- A lit (red) MIC LED indicates that the MICROPHONE is ON, this means the called party can hear you (NO RED LIGHT means the MICROPHONE is OFF and they cannot hear you

SPEAKER PHONE CALLS

-1- Press the SPEAKER key and the LED lights red.

-2- Ensure that the MICROPHONE (MIC) LED is lit.

-3- Place INTERNAL or EXTERNAL (outside) call.

-4- Speak

-5- Press the SPEAKER key to disconnect call.

GROUP LISTENING

With a call in progress via the handset:

-1- Press the SPEAKER key, then the LED lights.

-2- Conversation is heard over the speaker and the handset. (Use the handset to respond.)

-3-  Press the SPEAKER key to CANCEL GROUP LISTENING.

HOLDING CALLS

Non-Exclusive Hold                             

With a call in progress:                        

-1- Press HOLD                                     

Note: To RETRIEVE a held call, press the flashing Line key 

Note #2: If you have an external music on hold source, the transferred party will hear it.

Note #3: After a pre-programmed time, a held call will recall to the originating 

station.

TRANSFERRING CALLS

Using your phone, with a call in progress:

-1- Press the TRANSFER key.

-2- Dial the station number.

-3- Announce the call (optional).

-4- Replace the handset.

CONFERENCE

With a call in progress:

-1- Press the SOFT KEY beneath “CONF” on the LCD Display screen. 

-2- Place the second call  by either dialing extension (INTERNAL) OR  dialing 9+ number  (EXTERNAL).

-3- Announce the conference (if you have an external music on hold source, the transferred party will  hear it.)

-4- Press the SOFT KEY beneath “ADD” on the LCD Display screen 

-5- Press the SOFT KEY beneath “ BEGIN “ to join all parties on the conference

CALL FORWARDING  ALL CALLS

Set

-1- Lift the handset or press Speaker key

-2- Dial access code ‘741’.

-3- Press ‘1’ to SET

-3- Enter destination station or voice mail pilot number (if you wish to forward all your calls to your voice mail box).

-4- Replace handset or press Speaker key.

Cancel

-1- Lift the handset or press Speaker key

-2- Dial access code ‘741’.

-3- Press ‘0’ to CANCEL

-4- Replace handset or press Speaker key.

CALL FORWARDING  BUSY

Set

-1- Lift the handset or press Speaker key 

-2- Dial access code ‘742’.


-3- Press ‘1’ to SET

-4- Enter destination station or voice mail pilot number (if you wish to forward all your calls to your voice mail box).

-4- Replace handset or press Speaker key.

Cancel

-1- Lift the handset or press Speaker key 

-2- Dial access code ‘742’.

-3- Press ‘0’ to CANCEL

-4- Replace handset or press Speaker key.

CALL  FORWARDING NO ANSWER

Set

-1- Lift the handset or press Speaker key 

-2- Dial access code ‘743’.

-3- Press ‘1’ to SET

-4- Enter destination station or voice mail pilot number (if you wish to forward all your calls to your voice mail box).

-4- Replace handset or press Speaker key.

Cancel

-1- Lift the handset or press Speaker key 

-2- Dial access code ‘743’.

-3- Press ‘0’ to CANCEL

-4- Replace handset or press Speaker key.

DO NOT DISTURB (DND)

Set

-1- Press the DND key on the Phone

· Press ‘1” TO BLOCK OUTSIDE CALLS

· Press ‘2’ TO BLOCK INTERNAL CALLS

· Press ‘3’ TO BLOCK ALL CALLS

Cancel

-1- Press the DND Key

       - Press ‘0’ TO CANCEL DND MODE SELECTED

SYSTEM SPEED DIALING

To Dial Out:

-1- Press the SOFT KEY beneath “DIR” on LCD display screen.

-2- Press the SOFT KEY beneath  “SYS” 

-3- Press the digit from the dial key pad that corresponds to the first letter of the first name of the  party you wish to call.

-4- Press the SOFT KEY beneath the DOWN  ARROW  on the LCD Display screen to go to the  beginning of that listing.

-5- Press the SOFT KEY beneath the DOWN  ARROW  to scroll through your entries and find the  party’s name. 

-6- Press the SOFT KEY beneath “DIAL” on the LCD Display screen to dial that party. 

STATION SPEED DIAL – PROGRAMMING

Note: Your system is programmed to store up to 10 station speed dial numbers

To Store:

-1- Press SPEAKER to get dial tone and the Press the extension or ICM key to get internal dial tone

-2- Dial access code ‘755’.

-3- Dial the BIN Number (from 1 to 9; ‘0 = 10)

-4- Dial the trunk access code, i.e. ‘9’

-5- Dial the telephone number to be stored (either 7 digits for calls within your area code or ‘1’ plus 

     10 digits for numbers outside your area code – remember, 24 digits maximum).

-6- Press the HOLD key and dial the name of the party – remember, 13 letters or characters  maximum. (Use * to advance the cursor one space and conference to go back one space when needed.)

-7- Press the HOLD key AGAIN (to store entry)

-8- Press SPEAKER to hang up.

To Dial Out:

-1- Press the SOFT KEY beneath “DIR” on LCD display screen.

-2- Press the SOFT KEY beneath  “STA”

-3- Press the digit from the dial key pad that corresponds to the first letter of the first name of the  party you wish to call.

-4- Press the SOFT KEY beneath the DOWN  ARROW  on the LCD Display screen to go to the   beginning of that listing.

-5- Press the SOFT KEY beneath the DOWN  ARROW  to scroll through your entries and find the party’s name. 

-6- Press the SOFT KEY beneath “DIAL” on the LCD Display screen to dial that party. 

QUICK TRANSFER TO VOICE MAIL

1) To transfer a call to voice mail with out ringing the phones

2) While on the call Press the Transfer key + Extension + 8

3) Hang up

CHANGING THE NAME FOR YOUR EXTENSION

1) Press the speaker key to get dial tone

2) Dial 700

3) Dial your extension number

4) Dial like your cell phone the numbers that relates to your name

Call Park 

SET

1- With the caller on the line Press the Transfer key

2- Press the Park Set key on the phone

3- Dial any two digits between 01-20

4- Hang up the phone

5- Page the Party to let them Know a call is Parked for them on the number you

6- Selected

Retrieve Park Call

1- Press the Park Retrieve key on the phone

2- Dial the Two digit number

3- Speak to the calling party

SETTING RINGING VOLUME

1- While the phone is ringing press the North Indentation on the outer silver circular dial to increase the volume or South Indentation on the dial to lower the ringing volume

CHANGING THE RING TYPE ON THE PHONE

1- Press the speaker button to get dial tone

2- Dial 720  

3- On the screen you will see 1 – Internal  2 – for external

4- Select either one

5- Then Select keys 1 thru 8 to hear the different ring tones

6- When you selected the one you want press the speaker key to hang up
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