	Telephone Programming Sheet
	
	Date/Time Needed:



	Name:


	Extn:



	Dept & Floor:


	G/L



	· Are we to ADD or CHANGE the voice mailbox for this person?
	

	· If we are adding a new voice mailbox, what extension should callers ring at when they press “zero”?
	OA

	· If the first line on this phone is in use, should the next call be presented to the second line?
	LHK

	· If the first and second lines are both in use, what extension should new calls to this number ring at?  If voice mail, then enter 7775.  If “busy signal”, then enter “busy”
	HUNT

	· If this telephone goes unanswered, what extension should calls be presented to after 3 rings?
	FDN

	· Does this person need access to a speed call list?  If so, list an extension that already has access to that list.
	SCU

	· Does this person need the “Call Pickup” feature to answer or be answered by other phones?  If so, list an extension that is currently in that call pickup group.
	RNPG

	· Enter any additional information here:
	
	


	

	Button Placement Instructions:   ( Indicate how the phone should look when completed..   ( Place an “R” or “N” next to extension numbers to indicate “Ring” or “Non.Ringing” extension line appearance.   ( “CONFERENCE” button is required on every set.   ( Writing NUL on a button indicates “remove this button”.  Entering a new button will also remove the old button.
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