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Meridian 9316 meets
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needs today and

tomorrow. It is
designed to work
with any subscribed
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Key description

Contrast |
Directory |

| Save _|

| Hold |

Ris

Callers_|

(Do ]

Redial |

Cycles through eight settings to [Dial Selects your line and dials any
adjust the display contrast. displayed number. Puts you an
Lets you store and access up to 50 Handsfree if you haven't lifted the

handset

Stores numbers and names in the [~ Activates the speaker and

Directory and in memory keys. microphone so you can listen and talk
3 without lifting the handset

Lets you move up and down any list s : :

such as the Set Options, Directory, 0] Lets you adjust the receiver,

Callers List, or Redial list speaker, and ringer volume.

] Memaory keys store numbers,

names, and features.

numbers and names.

Lets you backspace and erase when - L
predialing and when adding or

changing numbers and names in the
Directory, Callers List, or in memary

keys

Adds a space when entering names

in the Directory or in memory keys.

Lets you view status messages on

the display.

Hidden unlabeled Set Options key

under the sliding panel lets you
access eight options to
customize your
telephone.

Puts the call on
hold.

Always
hangsup a
call.

Lets you
leave any list
such as

the Directory,
Set Options,
Callers List, or Redial list.

Lets you access a list of people
who called.

Lets you erase memory keys and
delete items in the Directory and
Callers List.

Allows you to access network
features such as call waiting (may
be called Flash).

Lets you access a list of the last five
numbers you dialed.



Make sure the cords
are properly routed

through the openings
in the stand.

Attach the line cord in jack number 1,
as shown by 1 D

ey

=

If you have a fax machine, modem, or
answering machine; attach the line
cord in jack number 2, as shown

by2 ] -

Attach the power adaptor cord ), .




Lower the stand into the slots on the base of the telephone, as shown in the desk
or wall mount illustration above.

Desk
Mount
/ \
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=\ i L g;\

Slide the stand back until it clicks into the locked position, as shown in the
desk or wall mount illustration above. The excess line cord fits into the stand
of the telephone.

Note: The Load Number (LN) is 14 and the Ringer Equivalence Number (REN)
is 1.4B for the Meridian 9316 telephone.

Please see the base of your telephone or the Regulations sheet for more
regulatory and safety information.

3 : 1 e ! = ol tele . 7 . rall
We recommend that vou use a wall mounting plate, which vour local telephone company can install

Make sure you adjuxt

the display as needed

once the telephone is
on the desk or wall.




Telephone setup
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After programming the memory kavs Move the sliding panel over to the
(see the Memory keys section), label  right to reveal the Set Options key."
them with the supplied blank labels

and key caps.’
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Fit the Discovery Card mmekersnf PlaceyuurMendian 9316 on a table or
the telephone. hang it on a wall. Then adjust the

display.

i

Checking your telephone

When you first plug in your Meridian 9316, you see a message asking you to make
a language selection. Read the directions on the display to select one of two
languages.

Your telephone also runs a test to ensure that the line cord is connected properly.
If the test fails, the display prompts you to check the line cord. Make sure that all
connections are fastened securely.

* Keep key caps and the sliding panef away from small children. These small parts may come off the telephone
if it is dropped,




Changing the display language

For changing business requirements, you may wish to change the language of
your display messages. Press the hidden Set Options key and follow the
instructions on the display. (See Set Options procedure, page 19.)

Setting the time and date

If you subscribe to calling line identification service, the time and date are set
automatically when you receive a call. If you don’t subscribe, or if you
subscribe and you don’t want automatic setting, you can set the time and date
manually. Press the hidden Set Options key and follow the instructions on the
display. (See Set Options procedure, page 19.) Once you have set the time and
date manually, you must reset it after a power failure, for Daylight Savings
time, and for leap years.

Turning the ringer ON and OFF

You can turn the ringer OFF by pressing and holding the left side of the volume bar
without lifting the handset. Ringer is OFF appears on the display. When
you want to turn the ringer ON, press the right side of the volume bar
without lifting the handset.

Setting the ring tone and ringer volume

You can choose one of four different ring tones and set the ringer volume.
Make sure that the ringer is not turned OFF, then press the hidden Set Options
key and follow the instructions on the display. (See Set Options procedure,
page 19.) When picking the ring tone, press the volume bar below the
dial pad to adjust the volume. Use [Save to end only when you are satisfied
with the ring tone and ringer volume.

Controlling the ringer volume while the telephone is ringing
While the telephone is ringing, you can press the left or right side of the
volume bar for soft or loud ringer volume.

Controlling the receiver volume
While you are on the telephone, you can press the left or right side of the
volume bar for soft or loud receiver volume.

Controlling the speaker volume
While you are listening through the speaker, vou can press the left or right side of
the volume bar for soft or loud speaker volume.




Basic features

After you have set up your telephone, you're ready to use the features that will
make your everyday business life much easier.

Making a call

The Meridian 9316 comes with Live dial pad turned OFF, which means you can
make regular calls or predial a number (check the number before it is dialed out).
Follow the procedures below to make a regular or predialed call.

You can also dial a number that has been stored in the Redial list, a memory key,
the Directory, or the Callers List. For instructions, see the sections on Redial list,
Memory keys, Directory, or Callers List, respectively.

To make a regular call To make a predialed ca

+

You can turn Live dial pad ON to

.I : | & .

: st = =i
make the telephone automatically dial out an
£0 on Handsfree as soon as you press a dial pad key or memory key. (See the next
page for more about handsfree.) Press the hidden Set Options key and follow the
instructions on the display. (See Set Options procedure, page 19.)

Timing a call

You can program a memory key to time the length of a call. The timer starts and
stops timing each call automatically. To program the timer, press the hidden Set
Options key and follow the instructions on the display. (See Set Options procedure,
page 19.)

Note: When you're not on a call, press the timer key to show the elapsed time of the last call.



Putting a call on hold

1. Make or answer a call.

2. Press . The display shows that the call is on hold.

3. To retrieve the call, press [ho ], [ =], orlift the handset.

Note: If you don't retrieve the call after 15 minutes, the call is automatically dropped.

Making a handsfree call
You can dial without using the handset or you can make a regular call and then
talk without the handset.

- 1. Lift the handset.
2. Enter the number using the dial pad. 2.Enter the number using the dial pad.
3.When the call is answered, press

.
4, Hang up the handset.

Putting a call on mute

You can turn OFF the microphone so that the caller can’t hear you but you can
still hear the caller. This only works when you are on a handsfree call.

To mute a call:

1. Press B
2. Without lifting the handset, make a call.

3. Toturn off the microphone, press [ lagain. You can hear your caller but your
caller cannot hear you. The light beside [ == flashes.

4, To speak to your caller, press [ ™= lagain . Each time you press [ ™=~ |, you
switch between handsfree and mute.

5. When the call is over, press [As |.

Using the Redial list
If you don’t remember a number you just dialed, find it in the Redial list.
The Redial key shows you a list of the last five numbers you called.

To make a call from the Redial list:
2. Find the number you wish to call by pressing[ - || or| 1,
3. When the number is displayed, press [ ™=~ |, [Diaf ], or lift the handset.

Handatree

Handsfree lets

you talk on the
telephone without
lifting the handset.

.o.o.--?.-.-i:s_.



Memory keys

Mend:an 9316 Saving numbers and names in memory keys
. After you have set up your telephone, you can save the numbers and names of
gves you up 1o your customers, business associates or anyone vou call frequently in Meridian

» 9316’s eight memory keys. You can store more numbers and names in the
eight memory keys e o - ‘
Directory (see the Directory section).

10 store numbers that
you call frequently. e
2. Press the memory key where you want to save the number.
3. Enter the number using the dial pad. You can enter a maximum of 24 digits,
Note: |f you require a pause (for example, between a telephone number and an
access code), press [Hold | where you want the pause.

4. Press | Save

5. To skip the name, go to step 6. To program a name, find the dial pad key that has the
first character of the name. Keep watching the display as you press the key until that
character appears on the display. Then, press a different dial pad key for the next
character. If the next character is on the same key, press to move to the
next space,

For example: To enter the name RUTH, press these keys. (See letter chart below.)
CIEy e ) L 1= {e]fe]fe ],

If you wish to change a digit or letter after you have entered it press[ = [ to
eraseit.

6. When you've finished entering the name, press [save =

Letter chart

) - &t ] aBc:2 5] DEF3

L] GHI ] JKLS 6] MNOG

7] parsz ] Tuvs t] wxvzs
o o o

Note: To switch between upper and lower case letters, press [Hold___| at any time

----.-8-0....



Saving from the display into memory keys

To save from the display:

1. Ensure that a number is on the display. (For example, answer a call or make a call
using the dial pad; or use the Redial list or Callers List.)

2. Press [Sare

3. Press the desired memory key. If the name is displayed with the number, both are
now saved in the memory key and you're finished.

4. |f no name is displayed, you are prompted to enter one. If you don't want a name,
go to step 5. To enter a name, use the dial pad. (See Letter chart, page 8.)

5. Press [Save___ |,

Making calls from memory keys

| or lift the handset. 1. Press the memory key with the
number you want to dial out.

2, Press the memory key with the 2.Press [ "= | [pm | orlift
number you want to dial out. the handset.

Editing memory keys'
To edit a memory key:
1. To see its contents, press the memory key .

SRiossl = |8

3. If you don‘t want to change the number, go to step 4. To backspace and erase
digits, press |+ | . To add digits, use the dial pad.

4. Press|Soe |,

5. If you don’t want to change the name, go to step 6. To add letters, use the dial pad.
(See Letter chart, page 8.) To erase letters, press | ¢ l.

6. Press (save |

Deleting memory keys'

To delete a memory key:

1. To see its contents, press the memory key .

2. To erase, press [Delete | twice.

Yo canie ael mary kevs if vou are in Live dial pad mode, To turm Live dial pad off, see the

You can edit your
memory keys to keep
up with changes iiz
numbers and names.

Inca.ugtinlol



Memory keys

You can access Saving features in memory keys

For easy access, you can save the feature codes of telephone company services in

nenvorkfeamres your memory keys. This works well with network features such as call forwarding,
with the touch call screen, and L.'LILH return. _Somc features require an ON and (__}FF L.,‘.Udl_' inl two
separate keys, while other features are stored on only one key. The following
Of a buﬁgn procedures show you how to save both ON and OFF code.

1. Press : 1.Press{sae |,

2. Press the desired memory key. 2. Press the desired memory key.

3. Enter the telephone company feature 3. Enter the telephone company feature
code for turning the feature ON.T code for turning the feature OFF.!
To confirm the number, read the display, To confirm the number, read the display.

4. Press [sae | again. 4. Press[sae | again,

5. Enter the feature name using the dial 5. Enter the feature name using the dial
pad. (See Letter chart, page 8.) pad, (See Letter chart, page 8.)

6. Press again. 6. Press[ssve | again.

1. Label the memory key (see label sheet 7. Label the memory key see label sheet
for instructions). forinstructions).

T Note: Contact your telephone company for the appropriate feature codes.

Using feature keys

When a memory key is programmed with a feature code, that code must be dialed
out in order to activate or deactivate the feature.

To turn a feature ON or OFF;

1. Press the memory key where you stored the desired feature.
The display shows the feature name and code.

2 FEOSS| e | . or lift the handset.
The feature code is dialed out, which turns the feature ON or OFF.

-.00.10-10 -'o.cou-



Saving a feature and light in memory keys You can program the
You can make the indicator light come ON when you turn a feature ON and go ligh i
OFF when you turn that same feature OFF. You can only do this with one 1ght to remind you

feature. This works well with any service that has separate ON and OFF codes,
such as call forwarding.

that a feature is ON.

For example, you may want the light to remind you that you have turned call
forwarding ON. To do this, use one memory key to turn the indicator light ON
when you activate the feature. Use the second memory key to turn the indicator
light OFF when you deactivate that same feature. The following procedures
show you how to program a FeatureLight ON and OFF key

To save a FeatureLight ON key: To save a FeatureLight OFF key:

1. Press [save | 1.Press [sove  |.

2. Do NOT select a memory key yet. 2.Do NOT select a memory key yet.
To program the light ON, press [7 | To program the light OFF, press [0 |.

3. Press the desired memory key. 3. Press the desired memory key.

4. Enter the telephone company feature 4. Enter the telephone company feature
code for turning the feature ON." code for turning the feature OFF.
To confirm the number, read the display. To confirm the number, read the display.

5. Press [Save again. 5. Press [ save again.

6. Label the memory key (see label sheet 6. Label the memory key {see label sheet
for instructions). forinstructions).

Note: Contact your telephone company for the appropriate feature codes
p

Using FeatureLight keys

To turn a feature and light ON or OFF:
1. Press the memory key where you stored the FeatureLight.
The display shows Featurelight ON or Featurelight OFF.

2. Press [ "= | [oil |, orlift the handset
The feature and light turn ON or OFF. {When the feature and light are ON and you're
not using the telephone, the display shows Feature ON as areminder.)




Meridian 9316’s
Directory lets
you store up to
50 numbers and

names.

l'.l!l:12‘---l.t

Directory

Using the Directory

Meridian 9316 keeps the numbers and names of your business associates, clients,
contacts, or friends at your fingertips. Meridian 9316 lets you store up to 30 entries
in alphabetical order so that you can dial numbers directly from the Directory.

The Directory orders the names by the first character. If you want your Directory
sorted by the last name, enter the last name first. If you don’t enter a name, the item
is sorted by number. All number items are at the beginning of the Directory.

To find items in the Directory:

1. To see the Directory list heading, press [Directory |.

2. To see the listings that start with a particular letter, press the appropriate dial pad key.
Then, to see the other listings under that letter, press [ - [ |. (For example: [5 |
takes you to the first “J" listing, then [ .- | |takes you to the next “J” listing.

[s | [5 ] takes you to the first “K" listing.) Use the same letter chart as for memary keys,
on page 8. OR, to move down and up the list, press | - lor [T . ifyou want
to scroll continuously, pressand hold [ -2 [ Jor[ | & 1.

3. To get out of the Directory at any time, press [Direcrory | or [Ais |
Note: If you're on a call while you're in the Directory, (s |also drops the call.

Saving to the Directory

1. Press ; 1. Ensure that a number is on the display.
{For example, answer a call or make a
call using the dial pad; or use the Redial
or Callers List, or a memory key.)

2, Press [ Directory |, 2, Press[save |,

3. Enter the number using the dial pad. 3. Press [pirecrory | . If the name is displayed
with the number, both are now saved in
the Directory and you're finished.

4. Press [swe | Only the numberis 4. If no name is displayed, you are prompted

stored at this point. to enter one. If you don't want a name, go
to step 5. To enter a name, use the dial
pad. (See Letter chart, page 8.

5. If you don't want a name, goto 5. Press [save  |.
step 6. To enter a name, use the
dial pad. (See Letter chart, page 8.)

6. Press [ Save S

Note: To backspace and erase a mistake, press [& |




Making a call from the Directory Meridian 9316’s
i

1. Press [Diroctory ). Directory can be

2. Find the item you want to dial out. (See page 12.) easily altered to meet

3. Press [ i |, [Diat , or lift the handset.

4. To end the call, press [is | or hang up.

Note: To leave the Directory at any time, press |Directory |or [Ais | requirements.
If you're on a call while you're in the Directory, [k ]also drops the call.

changing business

Editing in the Directory

To edit a number and/or name in the Directory:
1. Press [Directory |.

2. Find the item you want to edit. (See page 12.)

3. To begin editing, press [ = [ |,
4. If you don't want to change the number, go to step 5. To backspace and erase digits,
press | — |. To add digits, use the dial pad.

5. Press [ save ;

6. If you don‘twant to change the name, go to step 7. To change or add to the name, use
=] | and the dial pad. (See Letter chart, page 8.)
Note: If you edit the wrong item or want to quit without saving changes, press
Dirsctory | OF @

7. Press [save |,

Deleting from the Directory

To delete an item from the Directory: To delete all items from the Directory:

1. Press [Directory |. 1. Press [ Directory |.

2. Find the item you want to delete. 2.Press [Delew__|tWiCE.
(See page 12.)

3. Press [perere | twice. You are still in 3. To leave the Directory at any time,
the Directory. press [Directory | 0F [Ais | .

4. To leave the Directory at any time,
press [ Directory_|or [A1s |

.---'n1'3hoaolu



Meridian 9316’s
display lets you
know who'’s calling
before you answer or
who called if
you were not
available to answer:

R ) 1‘00 -

Callers List

Using the Callers List

The Meridian 9316 stores up to 50 calls in the Callers List. Your telephone records
the number (and name if available) of the caller, when they last called, and the
number of times they tried to reach you.

If the number matches a number that you've programmed with @ name in a memory
key or the Directory, the Callers List shows that name.

In the Set Options list, you can choose to record all of your incoming calls in the
Callers List or only unanswered calls. If your telephone is connected to an
answering machine, for example, set Callers List to record all calls.

Press the hidden Set Options key and follow the instructions on the display.

(See Set Options procedure, page 19.)

To find items in the Callers List:

1. To see the Callers List heading, press [caers |,

2. Ta see the first new caller in the list, press[ - | |.
OR, to move down and up the list, press or 4-1. If you want to scroll
steadily, pressand hold L& | lor [ 4],
Note: To see the last caller you viewed when you were last in the Callers List,
press [*].
3. To cycle through the name and number screens, press [ = or| [}
Note: You can move up and down the list in the name or number screens.

4, To view the area code or the rest of the number whenever the arrow (+) is on
the display, press | <

5. To leave the Callers List at any time, press or(As |,
Note: If you're on a call while you're in the Callers List, also drops the call.

Making a call from the Callers List

If you call a number from the Callers List and you don’t get connected. you may
have to edit the number (for example, the number may be long distance and you
may have to add *1"). See the editing procedure on the next page.

1. Press [cafiers |,

2. Find the item you want to dial out. (See the procedure above.)

3. Press | "~ | [Diat . or lift the handset.

4. To end the call, press [#s | or hang up.
Note: \When you finish the call, the display returns to the Callers List.































