


INTRODUCTION BUSINESS SERVICE USER GUIDE

Welcome to One Communications

Thank you for selecting us to provide your business communications. This guide is
formatted to help you get the most from the One Communications products you've
selected. Please direct questions to your One Communications representative or
use the Customer Care numbers found within.

The @ symbol indicates that a per-use charge applies to the feature.
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With One Connect, you get free, secure
online access to your One Communications
account—anytime, anywhere.

How can you &CCESS all your _ .
- - ] Sign up today and you can view and
account information wit download invoices, track the status of repair

just a click of your mouse? tickets and new orders, manage custom
domain email accounts, and control account
information and user permissions. You can
even generate invoice usage reports to
discover new opportunities to save. Visit

one connect www.onecommunications.com/connect to
|\ — learn more, view a demo, or register, or call

1.888.371.6872.

www.onecommunications.com 1



BUSINESS SERVICE USER GUIDE CALLING FEATURES

know who'’s calling

CALLER ID NAME AND NUMBER
See the name and number of the person calling, so you have the option of answering the call or
getting back to the caller at a more convenient time.

CALL WAITING WITH CALLER ID

Are some calls more important than others? This feature allows you to decide whether or not an
incoming call should be answered. Just listen for the short tone and check your Caller ID unit for the
name and number of the incoming caller. Either answer the call or capture information about the
caller and phone back at a more convenient time. Order this feature along with your voice mail for
complete call coverage.

To answer Call Waiting with Caller ID:

 Press the receiver button when you hear the tone

* Press the receiver button again to return to the first call
To deactivate Call Waiting with Caller ID:

e Dial *70

e Listen for a confirmation tone and dial your call

* Call Waiting will automatically be restored to your line when your
call is finished

ALL-CALL BLOCKING
Allows you to prevent your name and number from being displayed on
Caller ID on all calls. Call Customer Care at 1.800.962.2488 to activate.

PER-CALL DISPLAY
Use this feature if you have All-Call Blocking on your line and you would
like to remove the blocking for a specific call.

To activate Per-Call Display:
* Dial *#82
e Listen for the confirmation tone

e Dial the number you wish to call
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PER-CALL BLOCKING
Prevents your name and number from being displayed on a Caller ID unit
when you make a call. Blocking ends once the call has been terminated.

To activate Per-Call Blocking:
* Dial %67
e Listen for the confirmation tone

 Dial the number you wish to call

DISTINCTIVE RING

Do you have two different phone numbers on the same line? Distinctive
Ring allows you to use both, by identifying each number with a different
ring. Call Customer Care at 1.800.962.2488 to activate.

ANONYMOUS CALL REJECTION
This feature prevents callers who intentionally block their numbers

from being displayed on a caller ID unit from getting through on your line. ONE
To activate Anonymous Call Rejection: COMMUNICATIONS
« Dial *¥77 VOICE MAIL
e Listen for the confirmation message O .
To deactivate Anonymous Call Rejection: Voice Mail eliminates
« Dial *87 the need to purchase
and maintain a
e Listen for the confirmation message g g
separate voice mail
system. This
PER-CALL TRACE convenient service

You can trace the most recent incoming call. This feature should only provides many

be used to trace harassment calls, as the call information will be
released to a law enforcement agency once you have filed a complaint.
Call Customer Care at 1.800.962.2488 for more information on filing

a formal complaint.

valuable, easy-to-use
features.

To activate Call Trace:
* Hang up on the harassing caller
o Lift receiver and listen for dial tone

e Dial *57
e Listen for confirmation that Call Trace activation was successful
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hever miss a call

CALL FORWARDING—ALL CALLS
This feature allows you to forward calls to another number, even a cellular number, from your
main phone. Combine this feature with Call Forwarding-Remote Access for complete flexibility.
To activate Call Forwarding—All Calls:

* Dial *72

* Listen for dial tone

* Dial the number where the calls should be forwarded

* Once the line is answered, the feature is activated and you will hear a confirmation tone

e |f busy or no answer, repeat the steps above

To deactivate Call Forwarding—All Calls:
e Dial *73
* Confirmation tone will verify the feature has been deactivated

CALL FORWARDING—REMOTE ACCESS

This feature allows you to activate Call Forwarding—All Calls from any location.
Your calls can follow you quickly and efficiently.

To activate Call Forwarding—Remote Access:

e Dial the access number (call Customer Care at 1.800.962.2488 to obtain
access number)

e Dial your phone number that has the Remote Access feature (include area code if needed)
e Listen to confirmation on the phone number entered

e Enter your personal identification number (call Customer Care at 1.800.962.2488 to obtain
this number)

* Dial the feature code %72

* Press 1 to activate call forwarding

e Enter a ten-digit destination number that calls should be forwarded to

e Listen to confirmation on the forwarding number entered

* Press 1 to confirm (you will receive a confirmation message that verifies calls have been forwarded)
To change or remove forwarding:

* Repeat all steps listed above before entering the feature code

e Enter feature code *73

* Follow the prompts to either change or remove forwarding
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CALL FORWARDING—NO ANSWER
Forward calls to another number if the line

isn't answered by a specific amount of rings.

CALL FORWARDING—BUSY LINE
If a caller gets a busy signal, calls are sent
to another line.

CALL FORWARDING—

BUSY LINE/NO ANSWER

If the line is not answered within a specified
number of rings or the line is busy, calls are
sent to another number.

FAST FORWARDING

Create a business presence by obtaining
a local phone number in another area
and forwarding calls to a phone number
of your choosing.

GROUP CALL PICK-UP

Answer incoming calls to other telephone
numbers without running from phone to
phone. Set up groups of phone numbers
that can be picked up by any person in the
group. Pair with Call Transfer and pass the
calls easily to one another.

CALL TRANSFER

Transfer incoming calls to other destina-
tions, internal or external. This feature also
gives you the ability to make Three-Way
Conference Calls at no additional charge.

To activate Call Transfer:

e After receiving a call, press the receiver
button to place the caller on hold

e Listen for a dial tone

e Call the number that you wish to
transfer the call to

* When the second party answers, either
announce the caller and hang up or
simply hang up and the call will be
transferred automatically

NOTE: IF THE NUMBER THAT YOU ARE ATTEMPTING TO

TRANSFER TO IS BUSY OR THERE IS NO ANSWER,
SIMPLY HANG UP AND TRY AGAIN.

® CALL RETURN

Couldn’t get to the phone in time? This feature

will give you the name and number of your last

caller and dial the number for you.

To activate Call Return:

e Dial %69

¢ A recording will give you the number, date
and time of your last incoming call

¢ Press 1 to automatically dial the number

o |f the line is busy, Call Return will alert you
with a ring back when the line is free

& NOTE: CALL RETURN WILL CONTINUE TRYING TO

CONNECT YOU FOR UP TO 30 MINUTES.

To deactivate Call Return:
e Dial %89

* A recording will confirm the cancellation
of Call Return

CALL WAITING
Missed calls mean missed opportunities to
talk to your customers. Call Waiting sounds a
short tone to alert you that you have another
incoming call on the line in use.
To answer Call Waiting:
* Press the receiver button when you
hear the tone
* Press the receiver button again to return
to the first call
To deactivate Call Waiting:
* Dial *70
e Listen for a confirmation tone and
dial your call

» Call Waiting will automatically be restored
to your line when your call is finished

www.onecommunications.com 5
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time-saving features

THREE-WAY CONFERENCE CALLING

Add another party to the conversation while using only one phone line—a
great way to meet

over the phone.

To place a Three-Way Conference Call:
e Dial the first number

¢ Once party answers, press the receiver button to place the first party
on hold

o Listen for a dial tone
¢ Dial the second number

* Press the receiver button again to connect all three parties

ABBREVIATED DIALING
Provides quick dialing between your business locations—just dial four digits
to place a call.

To activate Abbreviated Dialing:
* Dial the last four digits of the telephone number

e For calls outside your location, you will need to dial 9 first (For
example, a directory assistance call would be dialed as 9-4-1-1)

Moving soon? Make sure your telecommunications services move with you.

1. Contact One Communications to notify us of your move.
Please allow 45 business days.

2. Make sure that the inside wiring at your new facility is
complete. Contact us if you have questions.

3. Notify One Communications of hunt group changes if you are
disconnecting any lines.

4. Keeping your number: Your ability to keep your number
will be assessed at the time you place your order to move.

Visit our website for more detailed information or contact
One Communications Customer Care.

OneSolutions
Conferencing

One Communications

can help your business
significantly reduce your
annual meeting costs and
associated travel expenses
with Reservationless-Plus
Audio Conferencing. There
is no contract required
and no monthly
commitment—you only
pay for what you use.

Now only 5¢ per minute
per line (plus taxes and
surcharges). Visit www.
onecommunications.com/
conferencing

for more information
about our complete

line of Audio and Web
Conferencing and to

sign up today.

CUSTOMER CARE: 1.800.962.2488
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(® CONTINUOUS REDIAL

Automatically redial the most recent outgoing

call every minute for 30 minutes, so you can

use your time more productively.

To activate Continuous Redial:

* When you get a busy signal, simply hang up
the phone

e Dial %66

* A recording will confirm Continuous Redial
has been activated

e When the line becomes available,
Continuous Redial will alert you with a ring
back

¢ When you lift the receiver, the number will
be dialed.

To deactivate Continuous Redial:

e Dial *#69 (Rochester clients only, dial *89)

* A recording will confirm the cancellation of
Continuous Redial

SPEED DIALING (8)

Call your eight most frequently dialed numbers
faster with just a one-digit code.

To program a Speed Dial number:

e Dial *74

e Listen for dial tone

e Dial a one-digit code (2 through 9)
of your choice

e Dial the phone number you wish to store

e Listen for a confirmation tone

To use:
* Get a dial tone
* Enter your one-digit code

* Press #

ENHANCED SPEED DIALING (30)

Two digits —that’s all you need to dial and call
up to 30 numbers.

To program an Enhanced Speed Dial number:
* Dial *75

* Listen for dial tone

* Dial a two-digit code (20 through 49)
of your choice

e Dial the phone number you wish to store
e Listen for a confirmation tone

To use:

* Get a dial tone

* Enter your two-digit code

* Press #

www.onecommunications.com 7
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voice mail

) One Communications Voice Mail offers many features and benefits*
tailored to a business environment.

SCHEDULED MESSAGING

Allows you to set your specific days of business and hours of operation,
and record two personal greetings to play—one for when you are open,
and one for when you are closed.

S ———

PAGER NOTIFICATION

Enables you to receive a page or message to your cell phone alerting
you when a new message has arrived in your One Communications
voice mailbox.

REVERT TO OPERATOR/CALL REDIRECTION
Allows you to specify a number redirecting incoming callers to another
phone number within your local calling area.

A

FORWARD AND REPLY
Allows you to forward and reply to messages within the One Communica-
tions voice mail system.

SCHEDULED MESSAGE DELIVERY
Record a message and then send it directly from the voice mail system at
a future date and time that you specify.

SUB-MAILBOXES
Gives you the ability to have multiple departments or users share a single
mailbox. You may have up to 5 sub-mailboxes per main voice mailbox.

*Charges may apply for some features.
Call Customer Care at 1.800.962.2488 for details.
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Accessing Your Mailbox

NOTE: The first time you access your mailbox, you will be led through
a tutorial to help you set up and personalize your mailbox.

The default password during this initial set-up is 1234.

REMOTE VOICE MAIL
ACCESS NUMBER:
Call Customer Care at

1.800.962.2488 for your Voice
Mail Access Number

1) Dial *99 from your own telephone OR dial your 10-digit

mailbox number from another phone

2) As soon as greeting starts to play, press # to access your main mailbox, or if you have
sub-mailboxes, enter the number of the sub-mailbox you wish to access, then press #

when the greeting starts

3) If prompted, enter your 10-digit mailbox number

4) Enter your password

5) Select the desired option from Main Menu

To Return to the Main Menu

Press * repeatedly until you hear the prompt that begins Main Menu.

Listening to and Responding to Messages

LISTENING TO VOICE MESSAGES
 From Main Menu, press 1
 To replay, press 4

* To hear the date and time (envelope),
press 5

» To forward/send a copy, press 6
(see right)

* To delete, press 7

* To reply, press 8 (see right)

e To save, press 9

Skip to next message: Press #
Skip to next category: Press # #

To review and recover messages marked for
deletion: Press 19 prior to exiting the voice
mail system.

NOTE: Pressing 7 while in this mode will
permanently delete message.

FORWARDING A MESSAGE

TO ANOTHER MAILBOX

© At end of message, press 6

© Record your introduction to the message
© When finished recording, press #

© When prompted, enter destination(s)

S For more delivery options, press 0

© To send your message, press #

 To cancel, press *

NOTE: You cannot forward a message that
was marked as private.

REPLYING TO A MESSAGE

© At end of message, press 8

© Record your message

© When done recording, press #

S For more delivery options, press 0
© To send your message, press #

© To cancel, press *

NOTE: You cannot reply to or forward to callers
on other voice mail systems.

www.onecommunications.com
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VO | ce ma | I (continued)

Recording and Sending Messages

CREATING A NEW VOICE MESSAGE

> From Main Menu, press 2

© record your message

© When finished recording, press #

© When prompted, enter destination(s)
> For more delivery options, press 0
© To send your message, press #

© To erase and re-record, press *

Personalizing Your Mailbox See NEXT PAGE FOR ANNOUNCEMENT ONLY.

CHANGING YOUR PASSWORD
“ From Main Menu, press 4

© Then press 2, 1

“ Enter password

NOTE: Password must be 4 to 7 digits long.

RECORDING A SCHEDULED GREETING
Set different greetings to play at different
times of the day and week

(i.e. hours of business, days open, etc.)

“ From Main Menu, press 4

“ Then press 3, 1

© Follow the system prompts

Note: Entering time 800 = 8:00
(You will be prompted for AM/PM.)

RECORDING AN EXTENDED

ABSENCE GREETING

The extended absence greeting will override
your scheduled greeting if recorded.

“ From Main Menu, press 4

“ Then press 3,2

“ Follow the system prompts

RECORDING YOUR NAME

Your callers hear this recorded name if no
other greeting has been recorded.

> From Main Menu, press 4

© Then press 3, 3 To erase

© record your name and re-record,
“ When finished, press # press *

USING GROUP DISTRIBUTION LISTS
15 lists, up to 5 members total
> From Main Menu, press 4
> Then press 2, 2
© select one of the following actions:
e To create a list, press 1

¢ To edit a list, press 2
¢ To delete a list, press 3
¢ To review a list, press 4

© Follow the system prompts

CUSTOMER CARE: 1.800.962.2488
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Personalizing Your Mailbox ANNOUNCEMENT ONLY

CHANGING YOUR PASSWORD CHANGING YOUR RECORDED NAME
“ From Main Menu, press 2 Your callers will hear this recorded name if no
© Then press 1 mailbox greeting has been recorded.

© Follow the system prompts

From Main Menu, press 3

NOTE: Password must be 4 to 7 digits long. % Then press 3

© Record your name

RECORDING YOUR MAILBOX GREETING ©» When finished, press #

This is the greeting your callers will hear each
time they call you.
> From Main Menu, press 3

© Then press 1,2 SPECIFYING DELIVERY OPTIONS
© Then record mailbox greeting
“ When finished, press # Private: 1 (Messages marked as private
© To erase and re-record, press * cannot be forwarded.)

Urgent: 2

Confirm: 3

Future Delivery: 4

Adding or Deleting Sub-Mailboxes
> From Main Menu, press 4
© Press 9 (add/delete extensions)

> Enter the sub-mailbox/extension number you want to add or delete (91, 92, 93, 94, 95)

NOTE: These features apply to
all message sending.

* |f adding, press 2 to continue
o |f deleting, press 7 to delete, then # to confirm, or * to cancel

© Press 1 to re-record your personal greeting to reflect changes you make. Your new sub-
mailboxes should be referred to as 9-1 through 9-5 on your outgoing message. Inbound callers
will need to press 9-1, 9-2, 9-3, etc. to access your sub-mailboxes.

© Press 1 to re-record your personal greeting to reflect changes you make. Once your sub-
mailboxes have been established, please refer to the instructions at the left for Listening to and
Responding to Messages, Recording and Sending Messages, and Personalizing Your Mailbox.

www.onecommunications.com
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MAIN MENU END OF MESSAGE OPTIONS
ﬂ Rewind to last 10 seconds

mﬂ Rewind to beginning
ﬂ Replay

[E] Date and time (envelope)
Forward (send copy)

[7] Delete
Reply
ﬂ Save

ﬂ—’TO SEND A VOICE MESSAGE

SEND Record message
MESSAGES

REVIEW
MESSAGES

When finished, press ﬂ

(Optional) to replay ﬂ
message, press

Enter destination number

m—> PERSONAL OPTIONS*

PERSONAL Notification ON/OFF [i]**

OPTIONS
Administrative Options ﬂ

Greetings E—l

GENERAL TIPS RESTART GREETINGS

« Use playback controls during message play SESSION gg@%ﬁégggﬁ%{ o B ——
(see diagram). Busy/No Answer

* Pressed the wrong key? Press * E Extended absence ﬂ
to cancel or back-up.

* Press * to bypass the messaging system SYESX1I'-II-;M Name E

greeting.

o |f prompted to press a key twice, be sure to
press in rapid succession.
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BASIC ENHANCED

, XOMSE'ES'\é%EC\/?IIF}LOF MESSAGE LENGTH 5 MIN. 10 MIN.
AN INTRODUCTION MAXIMUM MESSAGES 60 90
Record introduction MESSAGE STORAGE 30 DAYS 45 DAYS

When finished, press E]

For more options, press @

B Enter destination(s) to send, press E]

—————> TOREPLY TO A MESSAGE Messages marked for

deletion may be reviewed/
Record reply message > recovered by pressing =]

When finished, press E] (Must be done prior to exiting
the voice mail system)

For more options, press E]

To send, press [#]

—> DESTINATION OPTIONS l
(Optional) To hear and
select delivery options, press E]
OR
To send, press E]

DELIVERY OPTIONS +——
Private

Urgent [z]
When finished sending )
to all destinations, press Confirm

Future delivery []

» GENERAL OPTIONS

Establish/change passwords

Group Lists [z] GROUP LISTS

Change prompt level E] ¥ Create
Edit [z]
Delete E]

List Names E]

» Record greeting
Set schedule  [2]

*See reverse side for Announcement Only mailbox.
**0nly available when pager notification is activated.
TChanging to rapid prompts will lead you through the system menus more quickly.
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