Installation & Operating Instructions
Models: FR-1000 & FR-2000
All Digital Voice Prompting



Before you Install Friday, please do the following:

1. Staple your sales _.mom__% to the Inside front cover of this manual.
2. Fill out and send in the Warranty Card. A

In the event of a problem with this unit, please call

9311 Part No. 54-5951-04
Printed In U.S.A.
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m&o..m You Begin

1. Important Safety Information

Before using this unit, please read and follow all safety and
operating instructions carcfully. The unit has been designed and
manufactured to assure personal safety. However, improper use
can result in injury, electric shock, or fire hazard. The safegoards
incorporated in this unit will protect you if you observe the fol-
lowing procedures for installation, use and servicing. This unit
does not contain any parts that can be repaired by the user.

e Never install telephone wiring during a lightning storm.

e Never install telephone jacksin wet locations unless the jack
is specifically designed for wet locations,

e Never touch uninsulated telephone wires or terminals unless
the telephone line has been disconnected at the network
interface.

e Use caution when installing or modifying teleplone lines.

e To reduce the risk of electric shock, do not disassemble this
product. Opening or removing covers may expase youto
dangerous voltages or other risks. _

e Do not overload wall outlets and exteasion cords as this can
result in the risk of fire or electric shock.

e Do not place this product on an unstable cart, stand, or
table. Serious damage may result if the unit falls.

e Do not use this unit near water — for example, near a bath
tub or swimming pool. If the product comes in contact with
any liquids, unplug the unit from the wall and contact
qualified service personnel.

Friday User’s Guide

Do not use liquid or
aerosol cleaners.
Instead use only a
slightly damp, soft
cloth for cleaning,
Do not subject this
product to excessive
heat (sunlight and
radiators), smoke,
dust, mechanical vibration, or shock. This includes not
placing heavy objects on top of this unit. Instead see the
section on wall-mounting. Never rest objects on top of the
LCD display, as this may cause cracks.

Install this product in a protected location where no one
can step on or trip over power and line cords. Do not place
objects on the cords that may causc damage or abrasion. If
the power supply cords or plug is damaged or frayed,
unplug the unit from the wall and contact qualified service
personnel,

This product should be operated only from the type of
power source indicated on the marking label. If you are not
suse of the type of power supply to your home, consult your
local power company.

Do not use attachments not recommended by the product
manufacturer as they may cause hazards. )

Please retain this booklet for future reference.
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Introduction
2. ——.—»—.OQ:O__._Q Friday messages. Friday answers the telephone and, at your
. request, can provide caller announce, music-on-hold, route
. e M calls automatically to specific voice mailboxes and even
Congratelations on :-Eo purchase of your new Friday Personal remind you of pending appointments. Each persenal voice
Office Receptionist.” This unit has been designed to exacting mailbox can forward calls instantly to any remotc location,
Bogen standards for convenicnt and reliable service. allowing you to remain constantly in touch anywhere — and
Friday is an advanced digital answering system that offers many at any time — with the officc and with customers.

features not found in standard answering devices. Functioning as -
a complete message management systeim, Friday offers multiple
mailboxes and the ability to selectively save and delete messages,
forward calls to any location, share telephone lines with a fax

machine or PC, screen your calls, and professionally manage

your telephone activity.

Data Transmission — Friday can detect and route data -
transmission to a fax machine or
PC automatically. The built in
voice-data switch lets all your
office communications equipment
coexist on the same lines as your

« ll Voice Mail — The system comes telephone.

= equipped with a total of eight voice Friday also offers:
== o mailboxes — four personal voice

mailboxes, three announcement-only Speaker Monitor
boxes, and one mailbox dedicated to
a fax machine or PC. Friday has 18
minutes of digital memory and can be upgraded to 36
minutes with a memory expansion module you easily plug
into the back of the unit. Expansion modules are available at
your Friday retailer.

Caller Announce Screening
Do Not Disturb
nasqn..mwn_q._u Recaording

Full Battery Backup — keeps memory intact during power
outages

B Electronic Receptionist —
Music-Oa-Hold Input — for a radio or CD player

Friday is not simply an
answering machine. The
system Serves as an electronic
receptionist that manages
calls rather than just taking

Low Memory/Battery Indicator — an indicator turns on m
when the memory or battery is low

~ Friday User’s Guide
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Getting Started

This manual explains in simple steps how to install and use your
new Friday. For your convenience, we have included a Quick
Reference Guide. Since the Friday unit comes equipped with
audio voice prompting, the system itself easily guides you
through the steps of operation. If you have any questions, call
Bogen Communications, Inc. at 1-800-456-5513 . We'll be happy
to help.

3. Parts Checklist

Save your sales receipt in case you ever need warranty service
(staple it to the inside front cover of this manual). Also, check to
make sure that you have all of the following accessorics. Please
keep the packing materials in case you need to send the unit in
for service. You should have each of the following:

M Friday unit

B Memory Expansion Module
(Only included in 36 minute
units)

Hl Line cords — 2 cords for the

two-line unit (Model FR-2000),
or 1 cord for the one-line unit
(Model FR-1000)

Friday User’s Guide

B User’s Guide, Quick
Reference Card, Warranty
Card
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ﬁ— B 9-volt _.n_nﬂ..w
/ﬁf\yg Il Wall Mount Bracket

You will alsc need a wall- or floor-mounted modular telephone
jack and an electrical outlet (120VAC/60Hz) near the place that
you have chosen to install Friday. If you bave an older, plug-type
jack, you will need to buy a modular jack adapter.

Electrical Wall Qutlet Modular Telephone Line Jacks
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Getting To Know Friday

4.1. Location of Front Panel Controls

1. Built-in Specaker.

2. LCD Display Panel.

3. Function Selection Pushbuttons. Used to
select/activate/define functions.

4. Function Selection Panel (Flips down to
reveal second function for pushbuttons).

5. Microphone.

6. Messages Pushbutton. Used to retrieve
massages from mailboxes.

7. Message LED. Lights when ycu have a
new message in a mailbox.

8 Volume Pushbuttons. Used to adjust the
speaker volume,

The Function Selection Panel flips down to reveal a
second function for the Function Pushbuttons

8 . - Friday User’s Guide
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| Getting To Know Friday

4.2, Location of Rear Panel Controils and
Jacks

Model FR-1004 1-Line Unit

|

2570 1.3
.-”I.”m i it kil — .
P [
1 2 3 4 5 8 9
Model FR-2000 2-Line Unit

Friday User’s Guide

Power Input

Memory Expansion Module Cover

Fax/PC modem modular jack

TO TEL 1 (1 & 2) modular jack

TO LINE 1 (1 & 2} modular jack

TO TEL 2 ONLY modular jack (Model FR-2000 only)
TQ LINE 2 ONLY modular jack (Model FR-2000 only)
Music-On-Hold Volume Control

Mausic-On-Hold Input Mini-Jack

© P NG AW N

4.3. Location of Base Panel Components

Battery Compartment

- 9
| |

3
| ilii

Slots for wall-mount
bracket installation
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Installation

5. Install Memory Expansion Module [ Insert Expausion Module
‘ Position the module with the gold connector end facing into
. ] the opening of the unit and slotted side facing downward.
The nmoﬁcnwa Qﬂ.mbw_onm Eon_p_m_wo n_.oﬁEnm m:m&mm total BMEO_.M GENTLY push the module into the opeaing untilit fits
capacity to 36 minutes lrom minutes. If you have purchase snugly in place and won’t go inany further.

the 36 minute unit, you will find the memory module in the box.

If you have the 18 minute unit, the expansion module is available
from the location where you purchased Friday. :

]
O

10

/ To ensure proper contact, in-

sert the memory module by
BogeH pushing the corner as shown.
Aty .

Avold touching the gold connectors

Remave Memory Expansion Cover

Turn to the back panel of Friday and locate the rectangular
cover labelled MEMORY EXPANSION. Use a small
screwdriver to gently pry up and lift off the cover.

=

@ == m@ L _ Y Once installed, the Friday will have 36 minutes of digital

memory.

Friday User’s Guide
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Installation

6. Install Battery

»
“

o

£

The Friday includes a battery backup sys-
tem to protect the memory during a Y
power interruption.

T

T Turn the unit over, and remove the cover of the battery com-
partment. See the drawing below for the location of the bat-

tery compartment.

[0 Install the 9 volt battery (included) so that the terminals on
the battery snap into the corresponding terminais on the bat-
tery connector.

Batt

=l

Compartment

O

L]
i

——

Battery compartment tab.
Push in to open.

O Place the battery in the compartment and replace the cover.

Friday User’s Guide
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When this symbol is on, it's time to replace the battery.

7. Remove Protective Cover

We put a protective cover on Friday's display panel to protect it
during factory handling and packaging. The cover should be
removed before use.
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Installation
8. Connect Telephone Line Cords . 8.1. For A One-Line Unit (Model FR-1000)
Important Safety information Connect Friday to the cutside line ,
, [0 Take alinc cord and plug one end into the jack on Friday
e Never install telephone wiring during a lightning storm. marked TO LINE 1 (1&2). Plug the other end into the
e Never install telephone jacks in wet locations unless the jack modular jack.

is specifically designed for wet locations.
e Never touch uninsulated telephone wires or terminals unless f
the telephone line has been disconnected at the network

interface.
e Use caution when installing or modifying telephore lines. ’ _@ L @ mm 2%

\ LM
Connect Friday to the telephone

[0 Take aline cord and plug one end into the jack on Friday

If you are going to place your
Friday unit on a desk or table top,
proceed with the following instruc-
tions to connect your telephone
line cord(s). If you are going to

mount your Friday unit on a wall, : . .
read the instructions on pages 16 marked TO TEL 1 (1&2). Plug the other end into the jack
and 17 and then return to this on the telephone.

page.

12 : : Friday User's Guide
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Installation

8.2 For a Two-Line Unit (Model FR-2000)

You have two options when connecting Friday to the phone.
You may either attach a 2-line telephone unit, or you may attach
two single-line telephones, each with its own phone number. Fol-
low the instructions below to connect one 2-ne telephone. Fol-
low the instructions on the next page to connect two single-line
telephones.

8.2.1 To attach one 2-line telephone

[0 Connect Friday to the telephone.
Take a line cord and plug one end into the jack on the
tekephone. Plug the other end into the jack on Friday
marked TO TEL 1(1&2).

—

8 == 2

Friday User’s Guide

[0 Connect Friday to the outside line(s).
If your 2-line phone has 1 lise cord, plug oae end into the
jack on Friday marked TQ LINE 1(1&2). Plug the other end
into the modular jack.

If you have 2 lines, plug the
second line into the jack on
Friday marked TO LINE 2
ONLY.

e
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installation

8.2.2. To attach two 1-iine telephones ] Connect Friday to the outsldeline(s).
1f both lines end in one modular jack, take a line cord and

plug one end into the jack on Friday marked TO LINE 1

Two separate telephones may be attached to the 2-line Friday as . .
long as each of the phones has its own phone number. (1&2). Plug the other end of the 8..&589052_:_»2»0#.

[0 Connect two telephones

Take a line cord and plug one exnd into the first telephone.
Plug the other end of the cord into the jack on Friday

marked TO TEL 1(1&2). ..

If you have 2 lines, pl e
Take a line cord and plug one ead into the second 5 owM”n_ mMM .Eﬁon.,u._..._ memwnw” ._Aw
telephone. Plug the other end of the cordinto the jack on Friday marked TO LINE 2
Friday marked TO TEL 2 ONLY. ONLY.

14 Friday User’s Guide
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Installation

9. Other Connections

The following optienal connections apply for 1-line and 2-line
Friday units.

9.1. Connecting a Fax Machine or PC

Friday lets you connect cither a faxora PC with a modem so
that you can share voice and data over the same phone line(s).
Through Friday, you can have phone conversations, and both
send and receive faxes or remotely access information in your
PC. For the two-line unit, the data switch works on both lines.

[0 To isstall, first set your fax machine to answer in one ring.
Thea plug the line from your fax machine or PC modem into
the jack on Friday marked FAX.

Friday User’s Guide

[0 Activate Mailbox 8 (see Section 14), Friday will then answer
the call with a prompt to "please press 0." During this pause
(10-sec in length), Friday will respond to the CNG tone
from a fax machine and automatically route a fax call to your
fax machine. Following the pause (or if the caller presses
[0]), Friday will play your Main Greeting.

[0 When mailbox 8 is not activated, Friday immediately
answers the call with the Main Greeting.

[ To ensure that the sending fax machine does not time out
during autofax transmission, you should program Friday to
answer in three rings (see Section 12.1).

9.2. Connecting Music-On-Hold

A mini-jack on the rear pancl of Friday
marked MUSIC- ON-HOLD INPUT lets
you plug in a music source, such as a CD
player or walkman. Note that the music
source must be Ieft on in order for music to
be played while the hold function s in use.
Next to the music jack is a knob marked
VOL. Turning this knob clockwise increases the mausic-on-hold
volume over the system. Turning it counterclockwise decreases
the volume. Use a small screwdriver to turn the knob.

b oW e -
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Installation

10. Mounting Friday on the Wwall

When you want 1o mount Friday on the wall, choose a loca-
tion dose to the AC outlet. Ideally, Friday should be at-
tached to a telephone line wall plate; however, if this is not
practical, you can «till mount Fricay on the wall as long as
the line cord is within reach of the telephone jack.

[ Install Memory Expansion Module (if applicable).
See page 10.

[J Install battery. See page 11.
[0 Pass one end of the line cord through the opening in the

bracket. Coil the cord so that it fits within the bracket. Take
the other end of the fine cord and lay it in the slot in the top

of the bracket. (If the cord is too cumbersome 1o it in the

wall bracket, a small (6") cord can be purchased and used).

Do the same with (he sccond line cord if being used.

[] Place Friday on the wall bracket by aligning the three
prongs o the bracket with the three matching slots on
Friday (see page 9). Gently squeeze in the two side
panels of the wall mount and press down uatil the wall
mount clicks into place.

(I} Attach the wall bracket to the telephone outlet’s wall
plate mounting studs and pull down until it is held
securely.

16

m To Friday

coMm o]
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Instaliation

puety

O 1f youwant to install music-on-hold, or a fax or PC modem,
see page 15.

[0 Proceed to the next page to connect the AC adaptor.

i O 1fyou do not have a telephone outlet wall plate, you can still

mount Friday to the wall using the keyhole slots in the brack-

et. Use 2 screws,vertically placed, 4" apart, with the heads

protruding approximately 3/16" from the wall, Align the

bracket keyholes with the screws and pull down to secure.

TR
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Installation

11. Connecting the AC Adapter

1 Plugthe output cord of the AC adapter into the jack on
Friday marked Power.

[ Plug the AC adapter into an electrical wall outlet not con-
trolled by a wall switch. Once power is applied, Friday’s dis-
play will light up as shown below: :

[0 The clock display in the right hand corner will then count
backwards until the self-diagnostic test is complete (the unit
will count down from 14 to 0 if no memory module is in-
stalled and 14 to 0 twice if a memory expansion module is in-
stalled). When the self-diagnostic test is complete, you will
see the following display (if ither of these fails to occur sce
In Case of Difficulty section of this manual).

_ @ o 433 120 ..m

§ e T oo ]
MAILBOX Q h...

@@@E@Emﬂammﬁmm. »

)zzmﬁzom
[
DOMCTDISTURB  PAGER HUMBER
SECURITY NON t mm = m 2 WAYAECORD GREETING SPEAXER yeyony
PAUSE S0P PREY T/DW

B
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(«
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(=
=
(=5
(ol
({©!
163
(=23

[0 You are now ready to proceed to the next page, Setting Up
Friday.
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Setting Up Friday

12. Initial Settings

Friday interacts with you using sophisti-
cated digital voice prompting. This prompt-
ing, along with visual displays on the LCD
panel, let you customize your Friday to your -
exacting needs. As you examine Friday, you
will notice that there are a series of func-
tions printed on the front panel, each cor-
responding to a pushbutton. If you flip this
panel down you will reveal additional func-
tions for the pushbuttons. This means that
the same button can perform two functions
depeading upon whether the lid is up or
down.

For example, when the lid is up and you press the button marked
GREETING/ANNOUNCE, this function is enacted. But when
the lid is down and you press same button, the TIME/DAY fea-
ture is activated. ‘

Most of the time, you won’t be using the functions uader the lid
because these are mostly used for initial settings. Also, once you
practice using functions when the lid is up or down, you will see
how simple the unit is to use.

Friday User’s Guide

Before you use Friday you should perform the following func-
tions (Section numbers are shown in parenthesis). These func-
tions are covered on the next few pages.

[0 Set Number of Rings (12.1)

1 Set Time & Date (12.2)

[0 Adjust Volume (12.3)

[0 Check Calling Party Control Switch (12.4)
[ Record Main Greeting (13)

O Setup Mailboxes (14)

In addition, you may wish to set the maximum message time (Sec-
tion 24) if you want to give your callers more thanthe default
time of 1 minute to leave a message.

pn -t 4 )
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Setting Up Friday

12.1. Set the Number of Rings Desired

Friday is set to answer in 3 rings when it is shipped from the fac-
tory. You can set Friday tc answer in 3, 4, or 5 rings, or for Toll
Saver. In Toll Saver mode, Friday will ring four times before
answering if there are no new messages. If Friday has a new mes-
sage, it will answer after two rings. This means that if you call-in
for your messages and Friday rings three times, you can hang up
the phone before the fourth ring and incur no charge for the call.
If you are going to connect a fax machine, Friday should be sct
to answer in 3 rings (see Section 9.1). See also the Advanced Fea-
ture section for the Do Not Disturb feature which provides first
ring pick up.

To set the number of rings, flip the lid down so that the bottom
list of features is exposed. Press the fifth button from the left
marked RINGS.
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When you press the RINGS button, Friday says: "Rings” and you
will see:

=

The default ring number will appear on the display. You will
hear: "For Toll Save press 2, for 3rings, press 3, for 4 rings, press 4,
for 5 rings, press 5, to repeat the menu press 0, to exit Jrom menu
press #."

Each number will flash in succession during the prompt, how-
ever, you can press any button at any time to make a selection.
To make your selection, press any of the buttons under the dis-
play icons 2] 3] [4] [5][0] or [#]. Friday will confirm your selec-
tion and return to its normal display.

REMEMBER that you always have the option of repeating the menu by pressing 0 or exiting from the menu by pressing #,

20
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Setting Up Friday

12.2. Set the Time and Date
M it you press [1] to Enter Time:

To set the time and date flip the lid down and press the third but- . . .

ton from the left marked TIME/DATE. We will demonstrate this function by entering 2236 PM as a
sample time.

You will hear: "Enter hour and then press #."

M You will see:

P "CINEY
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Then simply follow the voice and visual prompts. 1...!.!... - b ox uf
You will hear: "To enter the time, press 1. To enter the date, press A

L

Enter the correct hour. Press the buttons below [2] and [#1.
You will hear: "Enter minutes and then press #.”

Enter the correct minutes. Press the buttons below the [3] and
{6] and then [#].

Friday’s display and voice prompting will then ask you to select
AM or PM. In our example, you would select PM by pressing
the button below the [2].

2. To repeat the menu press 0. To exit from menu press #."

REMEMBER that you always have the option of repeating the menu by pressing 0 or exiting from the menu by pressing #.

Friday User’s Guide T ‘ 21
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Setting Up Friday

Friday will then tell you the time and you will see it on the dis-
play clock. Youwill be asked to save the time and be given the
opportunity to change an incorrect entry. You will hear; "To
change the time, press 1. To save, press 2"

If the time is correct, you should press the button below [2] in
order to save it.

Once saved, Friday repeats the original Time/Date menu.

- You will hear; 'To enter the time, press 1. To enter the date, press
2. To repeat the menu press 0. To exit from menu press #." At this
point you can proceed to set the date or exit from the menu by
pressing the button below [#].

M It you press [2] to Enter The Date:

Friday will prompt you to enter the month, date, and year
(Friday will automatically calculate the day of the week). The
process is similar to entering the lime.

12.3. Set the Speaker Volume

You can increase or decrease the volume level of Friday's
speaker. To change the volume, simply press the arrow buttons
above and below the area marked YOLUME.

The volume increases or
decreases with each press of
the button. To increase the
volume press the up arrow, to
decrease the volume press the
down arrow.

12.4. Check the
CPC Switch (Calling
Party Control)

f/\\\:

The CPC switch determines how Friday processes an incoming
call. The unit is shipped with this switch in the ON positicn,
and this ls the correct position for most u_.m.__or__c-_u. You
should check to be sure the switch is in the ON position. The
only time you may want to place the switch in the OFF position
is if you find that callers’ messages are cut off prematurely as a
result of certain phone company services (such as call wailing).

Friday User's Guide
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Setting Up Friday

13. Main Greeting

After you have set Friday’s clock and the number of rings (see
important note on this page), you are ready to record your Main
Greeting. The purpose of the Main Greeting is to greet callers
and to offer them options of where to route their call.
Depending upon which mailboxes you have activated, you will
want to offer the caller these selections in the Main Greeting.
An example of a Main Greeting where every mailbox is inuse
might be: "Hello, you have reached ABC Company. To leave a
message for Dave, press I; for Amy, press 2; for Pete, press 3; for
Lisa, press 4. To hear our mailing address, press 5. To hearour of-
fice hours, press 6. To get directions, press 7. To send a fax press 8."
Sample Mailbox Greetings/Announcements for the above Main
Greeting message are illustrated below. (See Section 16.)

Box No. Owaer
1 Dave

2 Amy

Pete

Lisa
Address
Hours
Directions
Fax

GO ~A G v de W
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Mailbox Greeting/Announcement

"Hi, this is Dave. Please leave a message
after the tone.”

*Hi, this is Amy. Please leave a message
after the tone.”

"Hi, this is Pete...

"Hi, this is Lisa..."

"Our mailing address is ..."

*QOur office hours are from 9 to 5.

*To get to our office, take Route 17..."
non¢ required

Using this greeting as an example, we will work you through set-
ting up this greeting and the accompanying mailboxes. It is im-
portant that you understand that Friday is specifically designed
to meet your individual needs. This means that you have com-
plete control over the number of mzilboxes activated (mailbox 1
is always on), the Main Greeting, and the Mailbox Greetings/An-
nouncements for each mailbox that you activate.

Before you record your Main Greeting, use the chart and ex-
ample on the next page to write oul your message.
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Setting Up Friday

Main mqmm:ao Scripting Chart

Step 1. Determine the owner of each voice mailbox (1 - 4). This
can be cne individual or a group/department.

Mailbox 1 Owner Dave
Mailbox 2 Owner Amy
Mailbox 3 Owner Pete
Mailbox 4 Owner Lisa

Step 2. If you are going to use announcement mailboxes, write
the name of each here:

Mailbox 5 Name Mailing Address
Mailbox 6 Name Office Hours
Mailbox 7 Name Directions to Office
Mailbox 8 Name FAX/PC Modem

Step 3. Write your Main Greeting here:

Use this chart (o create your own Main Greeting.

Step 1. Determine the owner of each voice mailbox (1 - 4). This
can be one individual or a group/departmeat. :

Mailbox 1 OQwner
Mailbox 2 Owner
Mailbox 3 Owner
Mailbox 4 Owner

Step 2. If you are going 10 us¢ announcement mailboxes, write
the name of each here:

Mailbox 5 Name
Mailbox 6 Name
Mailbox 7 Name
Mailbox 8 Name FAX/PC Modem
Step 3. Write your Main Greeting here:

“Hello, you have reached ABC Company. To leave a message

for Dave, press I; for Amy, press Z; for Pete, press 3; for

Lisa, press 4. To hear our mailing address, press 5. To hear

our office hours, press 6. To get directions, press 7. To send

a faxpress 8.

.. Friday User’s Guide




Setting Up Friday

e (0 SN I gt o A F T R A

To use the Main Greeting function, flip down the lid and press
the second button from the left marked MAIN GREETING.
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You will hear Friday say: "Main Greeting. To play Main Greeting,
press L Toattach message to the Main Greeting, press 2. To record
Main Greeting press 7. To repeat the menu, press 0. To exit from
the menuy, press #.*

Each function is described below:

Friday User's Guide

13.1. To Play Main Greeting, Press 1

If you wish to play your Main Greeting, press the button below
the flashing [1).
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If no Main Greeting is recorded you will hear the factory
recorded greeting: "No one is available to take your call.”

13.2. To Attach a Message, Press 2

The Attach Message function lets you record and attach a mes-
sage at the end of the Main Greeting. Usually, you will want to
attach a message which you intend te delete after a few days. An
example of an attach message is “Sory, the office is closed today
due to the national holiday.

ﬁ.,
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Setting Up Friday

If you press the button below the flashing [2] you will hear: “A¢-
tach Message. To record Attach Message, press 7. To repeat the
menu, press 0. To exit from meny, press #."

Friday will prompt you to select lines (if you have a 2-line unit)
and then to begin recording at the tone. Once you press the but-
ton below [#}, Friday will give you the opportunity to hear,
delete or rerecord the Attach Message.

Simply select your choice and follow the voice and visual
prompts (to remove an Attach Message, go to this menu and
choose delete).

13.3. To Record Main Greeting, Press 7

The first step in recording your Main Greeting
is to determine how many users there will be
on the system, how many announcements you
want, and if you will be attaching a PC or fax
machine. To create your Main Greeting, use
the chart on page 24.

To record the Main Greeting, press the button below the [7],
and follow Friday’s voice prompts. .

A

14. Setting Up A Mailbox

Friday comes equipped with 4 voice mailboxes and 3 announce-
ment boxes. The eighth mailbox manages the fax/PC port. In
order for the mailbox to fanction (be able to receive messages
from callers or state an announcement), the mailbox must be ac-
tivated.

Follow the instructions below to activate or deactivate a mailbox
and then proceed with the instruction in Section 15, Select Mail-
box, to program mailbox functions.

14.1. To Activate A Mailbox

To begin the process of setting up a mailbox(s) flip down the lid
and press the first button from the left marked SETUP MAIL-
BOX. : :
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Setting Up Friday

You will hear: "Select mailbax. For mailbax 1, press 1. For mail-
bax 2, press 2. For mailbox 3, press 3. For mailbox 4, press 4. For
announcement bax 5, press 5. For announcement box 6, press 6.
Forannouncement bax 7, press 7. For box 8 press 8. To repeat the
menu press 0. To exit from menu, press #.'

Select the mailbox that you wish to activate by pressing the but-
tonbelow the corresponding displayed number.

For example, if you want to activate mailbox 3, press the button
below the {3] on the LCD screen.

You will then hear: "Mailbax 3 is off. To tum on mailbox 3 press
1. To repeat the menu, press 0. To exit from menu, press #."

If you press the button below the [1], you will hear: "Mailbax 3 is
gcn

Once the mailbox is activated, you can proceed to Section 15,
Select Mailbox, to program mailbox functions such as recording
a Mailbox Greeting (for mailbozes 1, 2, 3, and 4) or an an-
nouncement (mailboxes 5, 6, and 7.)

Friday User’s Guide

14.2. To Deaclivate A Mailhox

To deactivate a mailbox, press the same SETUP MAILBOX but-
ton as described above. You will then be given the menu of all
mailboxes. Select the one you would like to deactivate, for in-
stance mailbox 3.

You will hear: "Mailbox 3 is on. To tum off mailbox 3 press 2."

If you press the button below the [2], you will hear: "Mailbox 3 is
%a

The LCD screen will return to its original display, with mailbox 1
and the time and date.

— 1
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Working With Friday

15. Select Mailbox

The Select Mailbox button is used when you want toretrieve
your messages locally from Friday or when you want to program
or alter functions applying to a mailbox.

To access a particular mailbox, press the first button from the
left marked SELECT MAILBOX.

(v ]
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You will hear: "Select mailbox.”

You are then prompted to select from all of the currently ac-
tivated mailboxes. Select the desired mailbox, for example: mail-
box 4. ,

Youwill hear: "Mailbax 4. Select function.’

At this point you may sclect any of the available functions that
you would like to applyto that mailbox (refer to the Mailbox
Function Reference Chart.)

Mailbox Fynction Reference Chart

Feature

zmauc- of ..~.__...uu

Entire Malibox

Announce Data
Box5-7 Box 8

Tine & date

Time/dey stamp

‘Volume

CPC

Set up mallbox

Select mailbox

2way memo ..

Timed memo

Call forward
Pager notify

Remote notify

Do not disturb

Memory _check ...
Fetrleve message

Spenker
Hold

Oistinct ring

Friday User’s Guide
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Working With Friday

16. Mailbox Greeting/Announcement

The Mailbox Greeting/Announce function works very similarly
to the Main Greeting function just described. The basic idea is
the same: both allow you to record a personalized greeting for
callers. The difference is that the Main Greeting is the first thing
callers hear when Friday answers the call. The Mailbox Greet-
ing/Announcement is what they hear once they have made a
specific mailbox selection by pressing a button on their phone,

~ To activate the Mailbox Greeting/Announce function, select a

mailbox and then press the third button from the left marked
GREETING/ANNOUNCE.
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Friday will give you the opportunity to play the current greeting
or to record a new greeting, Simply follow the voice prompts and
press the appropriate buttons.

Bl An Example of a Mailbox Greeting

You can record a specific greeting or announcement for each
Mailbox. If you do not record a mailbox gresting, Friday uses a
default greeting that says: "Please ieave your message dfier the
tone."

Let’s say that you want to record a new greeting for mailbox 2.
You would first select mailbox 2 using the SELECT MAILBOX
function and then press GREETING/ANNOUNCE.

You will hear: "Greeting for mailbox 2. To play greeting, press 1.
To record greeting press 7. To repeat the menu, press 0. To exit
from menu, press #°.

If you press the button below {7), you will hear: “Afier the tone,
record your greeting and then press #."

After the tone you would record: *Hello, this is Amy. I can’t getfo
the phone, but leave your name and number after the tone and I'l
get back to you." You would then press the button below the [#].
After you press [#], youare offered the complete menu again,
giving you opportunity to play the message, rerccordit, or exit by
pressing [#].

R el 5 . A e SR T R A
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Working With Friday

M An Example for an Announcement

The process of playing and recording an announcement (for
mailboxes 5, 6, and 7}, is identica! to recording a Mailbox Greet-
ing. The only differcnce is that the announcement is used solely
to impart information to callers such as a business address or of-
fice hours. .

An example: "Our coffice hours are from 8:30 to 5 pm, Monday
through Friday."

After hearing the announcement, the caller is returned to the
Main Greeting.

17. Security Codes

Security codes are provided for remote access to mailboxes 1-7.
You must always enter the security code whenever you call in
remotely to retrieve your messages or perform remote program-
ing functions (sce Sections 28 and 29). The sccurity code does
not interfere with a callers ability ta leave a message, hear an an-
nouncement or send a fax,

You can also set up a security code to prevent local access to
your messages or other mailbox functions. For mailbozes 1
through 4, the local security code ensures that only you can
retrieve your messages or change call forward number, pager
number, and remote notify number.

You have the freedom to turn the local security code protection
on or off at will. You may also chocse to implement them for
some, none, or all 4 voice mailboxes. Once a code is entered, you
can change the code.

Friday User's Guide
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Working With Friday

To program a security code for your mailbox, you must first
select your mailbox. Then press the fourth button from the left
marked SECURITY CODE,

Caad
| TE i ﬂm
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You will hear: “Security code. To tum security code on, press 1. To
enter new security number, press 3. To repeat the menu, press 0. To
exit from menu, press #."

Foliow the voice and visual prompts.

After you have activated the security protection, you will need to
enter your security code whenever you:

Retrieve your messages
Change your Mailbox Grecting
Change your security code
Record a timed memo

Enter a call forward number
Enter a pager or remote notify
number

Friday User’s Guide

To tumn security code off, you must first select the mailbox and
then press SECURITY CODE. Friday will ask for the current
security number. Enter the number by pressing the appropriate
buttons. If you eater the wrong number, Friday will say "Repeat.
Enter security number.” 1f you enter the wrong number again,
you will be returned to the operating display (if you are calling
remotely, and you enter an incorrect number twice, Friday will
disconncct the line). Oncz you enter the correct number, Friday
will prompt you to turn the security code off, to enter a new
security number, to repeat the menu, or to czit from meau.

k) |
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Working With Friday

18. How to Leave Messages for Others

Creating a memo makes it possible to leave a message in any of
the activated message mailboxes.

To leave a memo first select a mailbox and then press the fifth
button to the left matked 2-WAY/MEMO.
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Once you press the button, the LCD screen will display the word
MEMO, ard you will hear: "Memo. Select mailbox.”

The unit will offer through both voice and visual prompting the
choice of leaving a memo in any of the four voice mail boxes
(choice is only for those boxes which are active).

Sclect the mailbox (3, 2, 3, or 4). Friday will then say: "After the
tone, record message and then press #."

Record your message and, toavoid having your message cut
short, pause for 2 seconds after you finish speaking before press-
ing [#].

3

19. Timed Memo

The timed memo function is a uscful and casy way to remind
yourself of activitics such as pending appointments. Youcan
record up to 3 timed memos specifying the time and date to
place the message in a mailbox. At the programmed time and
date, Friday will sound a beep tone over the speaker and leave
the message in your mailbox. To listen to the memo, simply
select your mailbox and press the MESSAGES button.

To activate this function first select a mailbox and then press the
sixth button from the left marked TIMED MEMO.
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In the following example, we will assume that you are currently
in Mailbox 2 and wish to leave a timed memo for Mailbox 2.

You will hear: "Timed memo for mailbax 2. After the tone, record
message and then press #." After you record your message, pause
for 2 seconds and then press the bution below the [#]. Friday
says: "Enter time and date (o forward message (0 maithax 2."

Simply follow the voice and display prompts.

Friday User's Guide
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Advanced Features

Advanced Features

Friday has a variety of advanced features beyond allowing you to
call in and retrieve your messages. Friday can call forward to any
telephone number you select, forward calls to your pager ser-
vice, and even notify you if a caller leaves an urgent message.
See the following sections on Call Forward (Section 20), Pager
Notification (Section 21) and Remote Urgent Mcssage Notifica-
tion (Section 22) for details on how to operate these features.

20. Call Forward

The Call Forward function will automatically forward calls in
real time to any preprogrammed telephone number that you
choose. The number can have up to twenty digits (though only
the last 14 are displayed). Sce the following section on Special
Numbers for information on programming telephone numbers.

Friday User’s Guide

To activate the Call Forward function, select a mailbox and then
press the seventh button from the left marked CALL FOR-
WARD.
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You will hear: *Enter new call forward for meifbox X (selected
mailbox number). To enter new call forward nurnber, press 3. To
repeat the menu, press 0. To exit from menu, press #." Press the
button below [3] then follow the voice prompts to enter a Call
Forward number,

When a caller selects a mailbox that has Call Forwarding ac-
tivated, a choice is given to leave a message (by pressing 0) or to
forward the call. Friday then calls out on the second line (for 2-
line model) or uses 3-Way Calling to dial the Call Forward num-
ber (1-line model), For the 1-line unit, a prompt plays to the call
forward number: "Call Forward for maifbox X. Press +." When the
party presses [+], Friday connects the caller to the Call Forward
number.

In the event of a busy signal, or if there is no answer, the caller is
automatically routed to your mailbox to leave a message.

3
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Speclal Numbers

When entering a number for Call Forward or Pager Notify,
Friday can place a pausc, star (), or pound (#) in the phone
number string. This gives Friday the ability to dial a number
where it is necessary to wait several seconds for a dial tone (c.g
9 {pause] 201-934-8500) or for a PBX to answer and offer a
menu before continuing to dial the number (c.g. 201-934-8500
[pause] ext. 245), or when necessary to add symbols after an ex-
tension number, pager identification number, etc. (c.g 201-934-
8500 [pause] ext. 245#).

To add a pause, cach press of {+] [5] during programming will
add a four (4) sccond pause to the number dialed.

An cxample would be [1]{2] {01 (1] (9] [3] 14} (81 [S] (0] (0] [+] 5]
[*1 [51 {11 {1] [1}. If you were to eater this number, Friday would
confirm the selection with the following prompt: "New call for-
ward number 1-2-0-1-9-3-4-8-5-0-0-pause-pause-1-1-1 ison.”

21, Pager Notification

The Pager Notification function is similar to Call Forwarding

and allows callers to be routed to your pager service where they
can request to have you paged. (See Quick Tips & Clever Tricks
to use Remote Notify to page you.) Friday prompts callers: *To
leave a message, press 2. To call forward to pager, press 3

To activate this function, select a mailbox and then press the
ninth button from the left marked, PAGER. All of the same num-
ber choices are possible here as described under Call Forward
and Special Numbers. .
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Advanced Features

22. Remote Urgent Message Notification

Remote Notification lets you program a number wherc Friday
can reach you to notify you that there is an urgent message wait-
ing for you in your mailbox.

When Remote Notify is on, callers are asked if their message is
urgent. If they indicate that it is, Friday will call you at the num-
ber you have vqoﬁsan.oa and play the prompt: "Remote Notify
for mailbox X. Press +."

Main Greeting Your greetiag.

Caller selection.

[

[ Mailbox 1 | [ Mailbox 2 |[ Mailbox 3 || Mailbox4 |

|
Call Forward

_ (if On)

E &%w_me_
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To activate Remote Notify, select a mailbox and then press the
eighth button from the left marked REMOTE NOTIFY.

The prompts follow the same format as described for Call For-
ward,

Friday User’s Guide

Urgent Regular Pager Factory prompts.
M M Noii pr
o.muw._mmn mmw..._.m.mo ww@ Appear only when
pager notify and/or
remote notify are
on.
Forward caller
Mailbox to Pager
Greeting Company.
Leave 1f"2" No
Message Action
i1
Remote
Notify -
Calls you (or
your becper)
after caller
hangs vp.
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Advanced Features

23. Call Block

Toll Fraud has become a big problem in the United States, espe-
cially in large companies. .
The purpose of Call Block is to prevent toll fraud by blocking all
Call Forward, Remote Notify, and Pager Notify attempts which
begin with prefix numbers that you designate. Friday can store
up to 4 prefixes of up to 4 digits (e.g- 011,1, 1201, 1900, etc.)

To activate the Call Block function flip the lid down and press
the ninth button from the left marked CALL BLOCK.
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Simply follow the voice promptsto complete this function.

24, Maximum Message Time

In order to control the amount of memory used for callers’ mes-
sages, you can set the maximuem time for callers to record their
messages. You can set recording time of up to 1,2, or 3 minutes
(1 minute is the default).

This feature may be particularly useful if you will not be retriev-
ing your messages for some time or if you reccive large numbers
of messages.

If the caller begins to exceed the maximum time, the caller
hears: "Maximum message time is X minutes. Your message has
been saved.” Friday will then disconnect the call.

To set message length flip the lid down and press the fourth but-
ton from the left marked MSG TIME.
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Advanced Features

25. Announce Caller

The Announce Caller function can be used to screen your calls.

1£ Off — Flip the lid down and press the seventh button from the
left marked ANNOUNCE CALLER to turn on.
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When the Announce Caller function is activated, callers arc
prompted to state their name after they have selected a mailbox.
As the caller speaks his or her name, the unit will play the name
over the speaker. If you pick up the phone, you will be instantly
connected to the caller. But, if you choose not to pick up the
phone within 5 seconds, the caller will be promptedto leave a

message.

Friday User’s Guide

26. Do Not Disturb

The Do Not Disturb function allows
you to work in peace without bearing
the constant ringing of the telephone
or hearing messages left. The Do Not
Disturb function answers the phone
after 1 full ring and can be turned on
and off by the same button.

=
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Flip down the lid and press the eighth button from the left
marked DO NOT DISTURB to turn on or off.
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Advanced Features

27. Memory Check »8. Retrleving Your Messages
Friday’s digital memory is not partitioned among mailboxes; The red LED above the MESSAGES button will light when
rather, it is a pooled resource. This means that the allocation of there are any new messages in the system. :

digital memory is dependent upon where memory use is called
for.

You can use the memory check function to see if you are in
danger of running out of memory. To activate, flip the lid down

)
e

and press the sixth button from the left marked MEMORY MESSAGES
CHECK. LED
= MESSAGES
Button

Follow the instructions on the next page to retrieve your mes-
sages locally ot remotely. ’

38 ‘ ) Friday User’s Guide
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Advanced Features

28.1 To Retrleve Messages Locally

To retricve your messages locally, make
sure that the function lid is fully closed.
Then select your mailbox (if not already
displayed) by pressing the first button
from the left marked SELECT MAIL-
BOX.

e wae3 120 !
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Once your mailbox is selected, the new/old message count will
be displayed on the LCD screen. To retrieve cither new or old
messages press the large button on the right marked MES-
SAGES.

The unit will tell you how many new messages and how mdny old
messages you have, or, if no old messages are stored, immedi-
ately play the first new message.

Friday User's Guide

After listening to each message, a variety of choices on kow to
treat each message is offered. A chart of these Message Options
is on the next page.

28.2. To Retrieve Messages moa._onm_<

When calling in for your messages or to program the unit, listen
to the Main Greeting, and select your mailbox. During your Mail-
box grecting, press the {+] button on the telephone. Friday will
prompt you to enter your security code. If you enter an incorrect
code twice, Friday wiil disconnect the call.

After you enter the correct code, you will hear: "For your mes-
sages, press 1" (Also, you will hear a variety of options after this.)
After pressing (1], you will hear the same prompts as if you had
retrieved the messages locally.

39
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Advanced Features

Message Options

"To rcpeal message, press 1*

The repeat function lets you to hear the message again.

“To save message o your mailbox, press rA

This function allows you to save the message that you just listened
moves the message into the old message arca.

to in your mailbox. Note: Saving

“To delete, press 3.7

Using this function deletes the message.
so that digital memory can be freed up.

Note: 1t is suggested that you delete all unwanted messages

“To repeat from first message, press 4.

This allows you 10 repeal your messages starting with the first message.

*To pause, press 5.°

Pressing the pause button immediately halts the message being listened to. To resume listening
exactly where you left off, simply press the paus¢ button again. Note: the unit will pause indefinitely
until you press the pause button again.

*To skip forward, press 6.”

Sclecting this furction allows you (0 skip 10 the next message. Note: it this function is selected, the

message skipped remains 2 new message.

“To skip back one message, press 7=

This allows you to skip back to the previous message. Note: if the previous message Was deleted, the
unit will automatically skip back to the message before the deleted message.

"To play time-day for message, press 8"

Sclecting this fusction allows you to hear the day of the week, and time of day that the message was
received. To turn this funciion on press 8, to turn it off, press 8 again. Note: When the function is
activated, the clock symbol above the # will be lit. Note: tumning it on activates the function for all
messages until the time-day is turned off. .

*To play message with different speed, press 9."

There are two options when choosing the speed function (in addition to normal speed of course):
Pressing the speed button once, plays the message more slowly. If you press the bution again, you
return to normal speed. Pressing the speed bution three times allows you to hear the message st a
faster speed than normal Pressing th: button again allows you to hear the message at regular speed.
Thercfore the play pattern is NORMAL - SLOW - NORMAL . FAST.

*To save to different mailbox, press =.”

There may be (imes when you receive an important message that you want others to hear. Pressing
{#] after hearing the message allows you to transfer that message to any of the other 3 (if active)
message mailboxes. Note: Messages tan NOT be copied, only transferred.

- T T 4 Friday User’s Guide
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29. Programming Friday Remotely

You can program Friday’s mailboxes from a remote
telephone. Simply call in, listen to the Main Greeling and
sclect the desired mailbox. During the Mailbox Greeting,
press []. Friday will prompt you to enter your security
code. After you enter the correct code, you will hear a list

of options. Simply choose the option you wish to program OWNER
and follow the voice prompts. Main Greeting
|
] ]
Select Select
1,2,3,4 5,6,7
Press [=] and enter security code, —
Press Press {»] and enter security code.
1 Messages Press
3 Greeting 3 Announcement
4 Security 4 Security
5 Memo 1 Set Up Mailbox 0 Repeat
6 Timed Memo 2 Main Greeting « More Functions
7 Call Forward 3 Time/Date # Return to Main Grecting
8 Remote Notification 4 Message Time
9 Pager 5 Rings
0 Repeat 6 Memory
+ More Functions « More Functions =
# Return to Main Greeting # Return to Main Greeting

Friday User’s Guide _ ) 4
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Advanced Features

30. Friday from the Callers Perspective

Unlike voice mail, Friday does not frusirate callers. Your caller
will not hear needless menus and multi-layered queslions (o get
 the service they deserve.

When Friday answers, the caller hears cither a factory recorded
Main Greeting ("No one is available to take your call.") or your
custom-recorded Main Greeting. If Mailbox 8 is activated,
Friday answers with a prompt that requests callers to "please
press 0," followed by a 10-second pause. During the pause,
Friday will respond to the CNG tone of a fax machine and auto-
matically route a fax call to your fax machine. If the caller pres-
ses [0], the Main Greeling will play.

One example of a Main Greeting may be: "Hello. You have
reached ABC. To leave a message for Mike, press 1. Toleave a
ressage for Jane, press 2; for James press 3. To hear our office
hours press 5. To send a fax press &

The caller simply selects the desired mailbox by pressing the ap-
propriate key on the telephone (rotary phone users will be
routed to mailbox 1 to leave a message). Once in a voice mail- .
box, the caller hears either the factory recorded Mailbox Greet-
ing (“Please leave your message after the tone.”) or personalized
greeting such as "H, this is Mike. [ can’t answer your call ot this
fime, but leave your name and nu.nber and I'll get back to you."

A caller may return to the Main Greeling by pressing {0] after
finishing with a mailbox. An example building on the above
would be, "Hello, this is Mike. I can’t get to the phone, but leave
your name and number and I'll get back 1o you. After you are
[finished, you can press 0 to retumn (o the Main Gieeting."

42

-y

Call Forward/Pager Notity Operation

1-line unit. When a caller selects a mailbox that is set for Call
Forward, the caller hears: *To record @ message, press 0. To for-
ward your call, press 1." 1f [1] is pressed, the caller is prompted:
“Do not hang up for 30 seconds,” and is placed on hold. Friday
then dials the Call Forward number and prompts the answering
party: "Call Forward for Mailbox X. Press »." When the answering
party presses the [+] key, the caller is connected. If there is no
answer, the caller is prompted to leave a message.

2.1ine unit. When the caller sclects a mailbox that is set for Call
Forward, the caller hears: "Press 0 fo leave a message of your call
is being forwarded.” Friday then uses the second line to forward
the call. If the second line is unavailable, or i the call forward
numbser is busy, the caller is prompted to leave a message.

If Pager Notify is activated, the caller is prompted: "Press 2 (o
leave amessage or press 3 to call forvard to pager.” 1f{3)is
pressed, the call is forwarded to the pager service. In the 1-line
unit, the caller is prompted: "Do not hang up for 15 seconds," and
is placed on hold. Friday then dials the Pager Notify number
and, if the number is not busy, connects the caller to the ringing
line.

1f Remote Notify is activated, the caller is prompted to press 1if
the message is urgent or 2 if not. I[1] is pressed, Friday calls the
Remote Notify number after the caller hangs up and informs the
owner of an urgent message.

Friday User's Guide
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Advanced Features

31 Turning Friday On or Off

Friday may be turned on and off without disconnecting the AC
power to the unit.

To access on/off, flip the lid down so the bottom functiors are
displayed. Press the eleventh button from the left marked

ON/OFF.
oo
MAILBOX --

---------

e e ey T T R i

Friday User’s Guide

if the unit is OFF

You can tell that the unit is in the off mode by seeing OFF dis-
played in the upper right corner of the LCD screen. To turn the
unit on from the unit itself (locally) press the ON/OFF button. If
you are calling into the uait remotcly (this means that you are
calling into the system and the unit is in off mode), you must wait
for 10 rings. After the teath ring, Friday will be turned on auto-

matically,
if the unit is ON

If the unit is on and you would like to turn it off, simply flip down
the features lid and press the ON/OFF button.
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32. Set Distinct Ring

Your local telephone company may offer a service called Distinc-
tive Ring, Ident-A-Ring, or some other name. This service allows
you to have multiple numbers on the same line so that you can
publish scparate pumbers for your home phone, business phone,
fax or modem and have them all ring the same phone. Each num-
ber would have a different ring for identification purposes.
Friday's Distinct Ring function automatically routes Distinct
Ring calls to a different ‘Main Greeting if you do not answer the
phone.

The Friday routes calls by detecting the ring pattern.

\ Standard Ring A 555-1212 (Greeting A)
».w\ ~~ Nonstandard Ring B 555-1213 (Greeting B)

Thaus, you can separate home calls from business calls by desig-
nating certain mailboxes for business calls on one Main Greeting
and other mailboxes for personal callson a second Main Greet-

ing.

44

For example, let’s assume Lee operates a business out of the
home and wants to separate persenal calls from business calls.

RING A: BUSINESS GREETING-

“Helio, you've reached ABC Company. For Lee, press 1. For Fal,
press 2. For our mailing address, press 5. To send a fax, press a8’
RING B: HOME GREETING-

*Hello, you've reached the Smith residence. For Lee, press 1. For

Gene, press 3. To leave a message for the kids, press 4. For the
kids’ summer camp address, press 6."

To activate Distinct Ring,

Flip down the lid and press the ninth butten from the left
marked DISTINCT RING and follow the prompts.

------

:

R
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Options While On The Phone

33. Ringing to the Data Port

There are two possible scenarios for routing a fax through
Friday. In both cases, Mailbox 8 must be activated when you
have a fax machine connected.

[0 The first scenario is for the caller to respond to your Main
Grecting prompt: *To send a fax press 8" by pressing 8.

O Alternatively, the unit is able to recognize the CNG tones of
the fax machine, and will automatically route a fax call to the
fax machine,

Friday does not have data modem detection. Therefore, when
dialing into the modem, the PC must first dial the phone number
of the Friday, provide a pausc until Friday answers, and then dial
[8}. Most modems arc capable of providing a pause as part of
their dialing process.

Friday User’s Guide

Options While On the Phone

When you answer the phone, the icons [5] [0] and [+] appear on
the display and correspond to the following functions: [3] - 2-way
(Section 36), [0] - speaker (Section 34), and [+] - Hold (Section
35).

34. Speaker Feature
if OFF- 1o turn ON

Turning the speaker on allows you to hear anything said by the
caller to Friday through the speaker likz a regular answering
machine. To turn on the speaker, pushthe tenthbutton from the
left marked SPEAKER (under [0]).

v-..
------------- -

wwwm@mwww%* "
M, Aaseniie T " Fridoy
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Options While On The Phone

If ON- to turn OFF

hold function can be activated at any time. For in-
stance you can put a caller on hold during an unfinished conver-
sation with them in order to answer another call. Or, the hold

function can be used when answering another call.

If the speaker is already on, you can turn it off by pressing the The music-on-
same button marked SPEAKER.

35. Hold Operation

During a conversation, youcan place a call onhold by pressing
the eleventh button from the left marked HOLD (under [+]).

L wk3 1201 B
ManLBOK ..@ =" ==
g g2 ||

3YTYIYTIIY I

e, Bﬂnﬁ“ﬂﬁ .nf-n H!‘ ’ Friday

Doing this automatically routes the call to the music-on-hold
port. On a two-line unit, you are prompted to select the line to
put on hold. If there is no music plugged into the unit, then no
music will be heard by these callerson hold.

: Friday User’s Guide
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Options While On The Phone

36. How to Record a Phone
Conversation:

With the 2 Way/Memo function, you also bave the ability to
record a phone conversation into a specific message mailbox

Press the button marked 2-WAYMEMO (signifying 2-way
record) during a phone conversation (under [5]).

= Bawun..m.h %

Friday User's Guide

Once you make your mailbox selection, the LCD display shows
the mailbox selected into which the message will be recorded.
Pressing the button below [#] ends the recording,

37. How to Return a Caller to the Main
Greeting

When talking to callers, you may want to return them to the

Main Greeting so that they can sclect a different mailboxto

leave a message, send a fax, etc.

To do this, simply press the MESSAGES key during your conver-
sation. Your calleris automatically returned to the Main Greet-
ing. You may hang up the phone.
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In Case of Difficulty

1f your Friday does not work properly, try the following sugges-
tions before secking assistance.

I pisplay Screen Remains Blank. B No Volice Prompting Can Be Heard.
o Make the VOLUME switch is turned i
e Check the AC connections on the back of the unit and the S0 A5 .M.M..M u:MEo. SR up high caough
electrical outlet.
e Move the AC adapter to another wall outlet. o "““N—”_mﬂwomm a Function Button and Nothing
e Check the connection into the unit. .
@ Make cortain that the lid is either fully up or down.
M No Messages Recelved
9 M Messages Cut Off

e Check Main Greeting to see if your mailbox is offered. e Check CPC switch.

e Check all line cord connections at both the wall jack, the
telephonc, and the FRIDAY,

Il No Calls Forwarded

e For a one-linc unit, check to make sure that you are
receiving three-way calling service from your local phone
company, For a two-linc uni, make sure both lines are
plugged in.

e Check Call Block numbers.

Friday User’s Guide
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Quick Tips & Clever Tricks

As you become comfortable with opereting the Friday, you will
start to discover that there are many "hidden" features in the sys-
tem. These are features that may not be readily accessible from
the Ested functions on the panels, but are useful for tailoring
Friday to your very specific needs. The following are just some of
these features:

Speed Prompting- Once you become familiar with selecting op-
tions from the voice and visual prompts, you may no longer wish
to listen to the choices to make your sclection. You can jump
over voice and visual prompts by pressing the batton that you
want once the menn has begun to be offered.

Remotely Recelving Timed Memos- You can use Friday to
receive timed memos remotely, For example, let’s assume that
you are going to be out of the office all day travelling with your
cellular phone, and you want to remind yourself of an important
appointment that you have at a particular time. Simply record a
Timed Memo in your mailbox and set your mailbox in the
Remote Notify mode. Now when the memo comes due, it will be
played, dropped into your maifbox, and Friday will call you on
your celhular phone to notify you of this important memo.

Alarm Clock- Friday can be used as a traditional alarm clock
both locally and remotely.

Locally- To use Friday as an alarm clock, simply record a timed
memo to be played back at a predetermined time. You will hear
a beep when the message comes due.

Friday User's Guide

Remotely- Similar to the method used in the above section on
remotely recciving timed memos, atimed memo can function as
an alarm clock preprogrammed to wake you at a certain time at
some remote location.

Hidden Mallboxes- You can choose to activate mailboxes
without notifying callers of their existence in the Main Greeting,
For instance, a message mailbox may be reserved for only those
whom you tell. This way only those who know to select the mail-
box to leave a message can — examples may be a box only for
family members to leave messages on or a box only for your
employees to leave messages for you. Announcement boxes can
also be activated without notifying callers of their existence.
One example of a use for this is to relay private outbound mes-
sages for employees (ic. pricing information) without anyone
else knowing it exists. Note: a sccurity code that only employees
know can also be placed on the voice mailbox to prevent tamper-
ing.

Using Multiple Message Mailboxes to Serve an Individual’s
Needs- One petson can use multiple maifbozes for multiple pur-
poses. Extra message mailboxes (boxes 1-4) can be used to fur-
ther tailor Friday to meet your needs. For instance, mailbox one
may be used asa regular message receiving mailbox, while mail-
box 2 may be used to forward callsto you at a preprogrammed
Call Forward number. Thus, your main grecting may state,
*Hello. You've reached ABC Company. To leave a message for
Amy, press 1. To have your call forwarded to Amy, press 2..."
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Quick Tips & Clever Tricks

Using Friday as a Work Group Volce Mall Station- Friday can
be used in an office eavironment for a work group station of up
to four people (if cach requires his or her own mailbox.) If fewer
than three message mailboxes are being utilized, the fourth can
be programmed to connect callers to an operator (cither inthe
office or perhaps to a main office). Simply program the extra
mailbox to the required Call Forward number and include this
option in your Main Greeting (ic."..to reach the operator, press
4.") Note: Since callers have the option of being rerouted to the
Main Greeting, they can leave a message and then go back and
select the operator.

Mixing the sequence of mailhoxes in your greeting to serve your
customers. Example: “Hello, if you want information orn upcom-
ing concerts, press 5. For prices, press 6. Otherwise, press 1 or stay
on the line to leave @ message. Thank you."
Using Remote Notify to page you. Instead of having Friday call
you with an urgent message, you can program the unit to dial
your pager number, and then pause and enter an access code or
. number to prompt you to call your office. When you are paged,
you will sec that the call came from Friday. Simply call in and
retricve your message remotely

50 ‘ Friday User's Guide
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