e/l

Meridian 9417
Installation and
User Guide




Meridian 9417
Installation and
User Guide

Meridian is a trademark of Northern Telecom
© Copyright Northern Telecom 1993

P0744958 Issue 02
Printed in Canada



Table of Contents
Key Descriptions

Basic Installation

Connecting the handset cord

Connecting the line cord when Lines 1 and
2 are on the same line cord.

Connecting the line cords when Line 1 and
Line 2 are on separate line cords

Connecting the power adaptor

Checking your telephone

Connecting an optional fax peripheral

Optional Wall Mounting

Basic Features
Making a call
Answering a call
Putting a call on hold
Switching between two lines
Making a Conference call
Privacy/Extension in Use
Making a Handsfree call
Putting a call on mute
Using the Redial List

Telephone Setup
Changing the display language
Setting the date and time
Turning the ringer ON and OFF
Setting the ring tone and ringer volume
Controlling the ringer volume
Controlling the receiver volume
Controlling the speaker volume
Changing the prime line

Directory

Saving numbers and names to the Directory

Entering Names

Finding items in the Directory

Making a call from the Directory

Editing in the Directory

Deleting items from the Directory

Copying the Directory to another Meridian
9417 telephone

Callers List
Using the Callers List
Making a call from the Callers List
Editing in the Callers List
Saving from the Callers List
Deleting from the Callers List
Changing the Callers List
Setting the List Mode

N

5o

S

OO oo

16

17
17
17
18
18
19
19
20

Memory keys

21

Saving numbers and names in memory keys 21

Saving from the display into memory keys
Labeling the memory keys

Making calls from memory keys

Editing memory keys

Deleting memory keys

Saving features in memory keys

Using feature keys

Saving a feature and light in memory keys
Using FeatureLight keys

Advanced Features

Adding a timer key

Using the Call Timer
Deleting a timer key

Adding a page key

Using the page

Deleting a page key
Selecting the dial pad mode
Selecting the answer mode
Entering area codes
Entering Dialing Restrictions
Using a headset

Changing the headset mode
The Fax Switch

Incoming Calls

Outgoing Calls

Setting the Fax Switch
Extension in use

Display messages and lights

Knowing when you have a message

Clear Message Waiting

Viewing multiple display and light messages
Leamning about the lights

Set indicator light messages

21
22
22
22
23
23
23
24
24

25
25
25
25
26
26
26
27
27
27
28
28
28
29
29
29
29
30

30
30
30
30
31
31

Line and Handsfree indicator light messages 31

General display messages

Callers List display messages

Helpful Hints
Appendix

Connecting the page lines

Index

32
33

34

36
36



Key Descriptions

Adjustable display
Set indicator light

Left/right arrows
Sliding panel
Down/up arrows

Set Options ‘
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Cycles through eight settings to adjust the display contrast.

Lets you store and access up to 100 numbers and names.

Lets you access a list of people who called.

Stores numbers and names in the Directory and in memory keys.

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

Lets you move up and down any list such as the Set Options, Directory, Callers
List, or Redial List.
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Hold

Ais

Link

Redial

Conference

Line x

Handslree
i)

LR

Lets you backspace and erase when predialing and when adding or changing
numbers and names in the Directory or in memory keys.

Adds a space when entering names in the Directory or in memory keys. Lets you
view status messages on the display.

The unlabeled Set Options key is hidden under the sliding panel. This key gives
you access to two lists of options, the Setup List and the Options List. The Setup
List contains eight options that customize the basic setup of your telephone. The
Options List contains eight options that personalize the features of your tele-
phone. The table below lists the page numbers where these options are described.

Setup List page @ Options List page

1. Change display language 11 1. Set the date and time 11
2. Enable headset 28 2. Select the ring tone 12
3. Enter dialing restrictions 28 3. Select the dial pad mode 27
4. Enter area codes 27 4. Clear message waiting 30
5. Change answer mode 27 5. Change the Callers List 19
6. Set prime line 13 6. Change the list mode 20
7. Add a timer key 25 7. Change the Fax Switch 29
8. Add a page key 26 8. Data transfer 16

Puts the call on hold.

Always hangs up a call. Also lets you leave any list such as the Setup List,
Options List, Callers List, Redial List or Directory.

Allows you to access network features such as Call Waiting. Link is also referred
to as Flash.

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

Selects your prime line and dials any displayed number. Puts you on Handsfree if
you haven’t lifted the handset.

Joins the calls on the two line keys together.

Selects Line 1 or Line 2 and turns on Handsfree if you have not picked up the
handset. Dials any number on the display.

Activates the speaker and microphone so you can listen and talk without lifting
the handset.

Lets you adjust the receiver, speaker, and ringer volume.

Memory keys store numbers, names, and features.



Basic Installation

This section contains the information you need to install your Meridian 9417 telephone.

Connecting the handset cord

Attach the handset cord £~ .

Attach one end of the handset cord to the handset and the other end to the handset jack.

Connecting the line cord when Lines 1 and 2 are on the same line cord.

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

Attach one end of the line cord to jack number 1 and the other end of the line cord to the wall
jack. To determine whether both lines are on the same line cord, plug in the power adaptor (see
Connecting the power adaptor on the next page) and read the display. The display may prompt
you to select a language. Select your language choice. If Lines 1 and 2 are on the same line cord,
the time and date is shown. Check 1 ine cord appears on the first line of the display and
Line 2 =+ appears on the second line of the display if Lines 1 and 2 are on separate line cords.



Connecting the line cords when Line 1 and Line 2 are on separate line cords

Attach line cord in jack 1 as shown by 1 [J.
Attach the second line cord in jack 2 as
shown by 2 [}

Attach one end of the line cord to jack number 1 and the other end to the wall jack. Attach the
second line cord to jack number 2 and the other end to the wall jack. Both line cords are supplied
with the telephone.

Note: If you want Line | and Line 2 on the same line cord, contact your telephone company or
Telecom manager.

Connecting the power adaptor

Attach the power adaptor cord )

Attach the power adaptor to the base of the telephone, where the warning symbol is marked.
Then connect the power adaptor into the closest electrical outlet.



Checking your telephone
When you first plug in your Meridian 9417, you may see a message asking you to make a lan-
guage selection. Follow the directions on the display to select one of the languages.

Your telephone also runs a test to ensure that the line cords are connected properly. If the test
fails, the display identifies which line is not connected. Make sure that all connections are fas-
tened securely.

Connecting an optional fax peripheral

For your fax machine, answering machine
or modem; attach the line cord in jack
number 2 as shown by 2 .

Attach one end of the line cord to jack number 2 and the other end of the line cord to the periph-
eral. To connect a fax peripheral, Line 1 and Line 2 must be on the same line cord. For more
information on the fax peripheral, see The Fax Switch section on page 29.



Optional Wall Mounting

Desk
Mount

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

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 9417 telephone. Please see the base of your telephone or the Regulations sheet
for more regulatory and safety information.

"We recommend that you use a wall mounting plate, which your telephone company or Telecom manager can install.
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Basic Features

Making a call

With the Meridian 9417 you can make a regular call or predial a telephone number. Predialing
allows you to check the number before it is dialed out. Follow the procedures below to make a
regular or predialed call.

To make a regular call: To make a predialed call:

1. Lift the handset or press either 1. Enter the number using the dial pad.
[ H"f,ﬁ;'e‘ | or |Lme X j

2. Enter the number using the dial pad. 2. Lift the handset or press either
[ Fanderes ] | [Djal | or [Line x
When you use [ e |, [Dal ] or lift the handset rather than using a line key to make a

call, the prime line is automatically selected. The default prime line is Line 1. If you want to
change the line selected to Line 2, see Changing the prime line on page 13.
Answering a call

To answer a call:
1.  Lift the handset or press or the key for the line you want to answer.

Calling line identification information is sent from the telephone company to your Meridian
9417 telephone between the first and second ring. Therefore, if you want the telephone number
of the incoming call to appear on the display and in the Callers List. you must wait until the
information appears on the display before answering the telephone.

If you lift the handset or press [ ™#* | when both lines are ringing, the line that was ringing
first is automatically answered. To change which line is answered first, see Selecting the
answer mode on page 27 or Changing the prime line on page 13.

Putting a call on hold

To put a call on hold and take a call off hold:

1. Make or answer a call.

2. Press [Hold . The display shows that the call is on hold on line x and the line indicator
light flashes.
Note: You won't lose the call if you hang up the handset.

3. Toretrieve the call, press | Line x :

Note: If you do not retrieve the call after 15 minutes, the call is automatically dropped.

A call that is put on hold by the Meridian 9417 can be picked up by any other extension on that
line. The Meridian 9417 detects when a call on hold is retrieved by another extension and auto-
matically releases the hold on that call.



Switching between two lines

To put a call on hold and make or answer a second call:

1. Make or answer a call on one line.

2. To make or answer a second call on the other line, press the second line key. This auto-
matically puts the original line on hold.

3. To hold one line automatically and speak on the other, press the line keys alternately.

4. To end a call which is not on hold, press [Ais | or hang up.

Making a Conference call

To join two calls in a Conference:

1. Make or answer a call on one of the lines.

2. Make or answer a call on the second line.

3. Once you have callers on both lines, press | Confsrence |.

Note: You can speak privately with each caller by pressing their line key. This automatically
puts the other caller on hold. You can re-establish the conference by pressing [ Conference |.

Privacy/Extension in Use

If you are on a call and another person on an extension telephone picks up the handset, the set
indicator light comes ON and Extension in use appears on the display. The light remains
ON until the other person hangs up. The set indicator light on your telephone only turns ON if
the person on the extension is using the same line.

When another extension is using a line, the line indicator light for that line (located beside the
line key) is illuminated. These line indicator lights let you know if a line is available for you to
use. Also see Extension in use on page 30.

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

To dial without picking up the handset: To switch to a Handsfree call:

1. Press [ P . 1. Press [ Fa@ree |,
2. Enter the number using the dial pad. 2. Hang up the handset.
3. When the call is over, press [Ais |. 3. When the call is over, press [Ais |.




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. To turn off the microphone, press [ "{{ii** |. You can hear your caller but your caller can-
not hear you. The light beside [ ™= | flashes. The display shows Microrhone nuted.

2. To speak to your caller, press [_"f®® | again. Each time you press [ ™™ | you
switch between Handsfree and Mute.

3. When the call is over, press (i |.

Using the Redial List
If you do not remember a number you just dialed, you can find it in the Redial List. The Redial
key shows you a list of the last ten numbers you called. Once you lift the handset, pressing

automatically dials the last number.

To make a call from the Redial List:

1. Press [Redial . The display shows the last number you dialed.

2. Find the number you wish to call by pressing [ < | | or | | ].

3. When the number is displayed, lift the handset or press either [_"5** |, [oa |, or
Line x .




Telephone Setup

Place your Meridian 9417 on a table or Move the sliding panel over to the right
hang it on a wall. Then adjust the display. to reveal the Set Options key.

Changing the display language
For changing business requirements, you may wish to change the language of your display mes-
sages.

To change the display language:

1. Press the Set Options key.

2. Press [# | to enter the Setup List.
3. Press[ & | Jor[i].
4.

Press [1 | to select the language.

Setting the date and time
If you subscribe to calling line identification service, the date and time are set automatically
after you receive your first incoming call. If you don’t subscribe, you must set the date and time
manually.

To set the date and time:

1. Press the Set Options key.

2. Press [*] to enter the Options List.

3. Press [_ ] or [1].
4.

Press [1 | and follow the instructions on the display.

To resume the automatic date and time setting (if the date and time has been set manually), dis-
connect the power supply, then re-connect it.



Turning the ringer ON and OFF

To turn the ringer ON: To turn the ringer OFF:

1. Press the right side of (€] . 1. Press the left side of [ ).

2. Press [Line x . 2. Press [Linex ’

3. Press the right side of %] «). Con- 3. Press the left side of % ). Con-
tinue pressing the right hand side until tinue pressing the left hand side until the
you reach the desired ring volume. ringer is off.

4. Press [Save : 4. Press [save

Ringer is OFF and the line affected
appear on the display.

Note: Do not lift the handset while you are turning the ringer ON or OFF,

Setting the ring tone and ringer volume
You can choose one of four different ring tones and set the ringer volume for each line.

To set the ring tone and volume:

1. Make sure that the ringer is turned ON.

Press the Set Options key.
Press [*] to enter the Options List.
Press [ < twice or press [2 |.

Press [2 ] and follow the instructions on the display.
When picking the ring tone, press to adjust the volume.

6. Press [Save to end only when you are satisfied with ring tone and ringer volume.

LU B

Note: The steps above set the ring tone and volume for one line only. You must repeat these
steps to set the ring tone and volume for the other line.

Controlling the ringer volume
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. The receiver volume returns to normal after you hang up the
handset.

Controlling the speaker volume

While you are listening through the speaker, you can press the left or right side of the volume
bar @] ) for soft or loud speaker volume. The speaker volume remains at the volume
you last selected until the next time you change it.
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Changing the prime line

The prime line is the line that is automatically selected when you lift the handset or press
Handslee ) or [ Dial |. The default setting for prime line is Line 1. You can select either line

as your prime line.

To change the prime line:

1. Press the Set Options key.

Press (¢ | to enter the Setup List.

2.
3. Press[ - | | sixtimesorpress [s].
4.

Press [6 | to select the prime line.

Directory

The Meridian 9417 keeps the numbers and names of your business associates, clients, contacts,
or friends at your fingertips. The Meridian 9417 lets you store up to 100 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 do not enter a name, the item is sorted by telephone
number. The directory items with only a telephone number are at the beginning of the Directory.

Saving numbers and names to the Directory

To save a new number: To save a displayed number:

1. Press [Save | 1. Ensure that a number is on the display.
(For example, make a call using the dial
pad, or use the Redial List, the Callers
List, or a memory key.)

Press | Directory |, 2. Press [Save :
Enter the number using the dial pad. 3. Press |Directory |. If the name is dis-

played with the number, both are now
saved in the Directory.

4. Press |Save . Only the number is 4. If no name is displayed you are prompted
stored at this point. to enter one. If you do not want a name,

go to step 5. To enter a name, use the
dial pad. (See Entering Names on
page 14.)
5. If you do not want a name, go to step 6. 5. Press |save 3
To enter a name, use the dial pad.
(See Entering Names on page 14.)

6. Press [save ]
To backspace and erase a mistake, press .To insert a space press [ | - |

13



Entering Names

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. 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. To switch between upper and lower case letters, press [Hoid  |.

For example: To enter the name Ruth press these keys:

P ). (e JEIRI. T2 1.k B 1.

If you wish to change a digit or letter after you have entered it, press |- to erase it.

[ ,-"&. ()1 ] ABC2 ] DEF3

] GHI4 E] JKLS 6] MNOG6
7] PQRS7 E] TUVS E] WXYZ9
FE * ] o [ #

Finding items in 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. [5 | [5 | takes you to the
first "K" listing.) Use the letter chart shown above.

OR, to move down and up the list, press | | | or | | = |. If you want to scroll
steadily, press and hold | | | or | | % |.

3. To leave the Directory at any time, press [Directory | or [Ais .
Note: If you're on a call while you're viewing the Directory, pressing [Ais | also drops the
call.

Making a call from the Directory

To make a call from the Directory:
1. Press |Directory  |.

2. Press[ - [  Jor| - | or use the dial pad to find the item you want to dial out.
3. Lift the handset or press either [ @i |, [Dial . or [Line x I
4, Toend the call, press [As| or hang up.

Note: To leave the Directory at any time, press |DOirectory | or [Als |.
If you're on a call while you are viewing the Directory, pressing [As | also drops the call.



Editing in the Directory

To edit a number and/or name in the Directory:

1. Press mrecrory y
Press[ > [ Jor to find the item you want to edit.

To begin editing, press | |
If you do not want to change the number, go to step 5. To backspace and erase digits,
press [ . To add digits, use the dial pad.

Press | Save .

If you do not want to change the name, go to step 7. To change or add to the name, use
[ and the dial pad. (See Entering Names on page 14.)

Note: If you edit the wrong item or want to quit without saving changes, press [ Directory
or |Ris |,

. 7. Press |Save i

S Il A

Deleting items from the Directory

To delete individual items:

1. Press [Directory |.

2. Press | i | or | [ | to find the item you want to delete.
3. Press [Deete  |.

4. Press [Delete | again to confirm the deletion.

After a few seconds, the display shows the next listing in the Directory.

5. Press (A or [Direcrory ] fo exit the Directory at any time.

To delete all items:

g




Copying the Directory to another Meridian 9417 telephone

The contents of the Directory of one Meridian 9417 telephone can be copied into the Directory
of another Meridian 9417. You can save a lot of programming time by copying the contents of a
completed Directory to another Directory instead of entering the names and numbers again.

Note: While the Directory is being transferred, both Lines | and 2 are out of service.

To copy the Directory to another Meridian 9417 telephone:

Steps 1 to 4 must be completed on both Meridian 9417 telephones.

1. Press the Set Options key.

Press [¥] to enter the Options List.

Press [ &~ | | eight times or press [ |.
Press [8 | to begin the Directory Transfer.

On the Meridian 9417 telephone you are copying the Directory from, press | Line 1 and
dial the telephone number of Line 2 of the other Meridian 9417.

The display shows a message indicating that the Directory information is being sent.
Note: The handset must remain in the cradle while the Directory is being transferred. Dur-
ing the transfer, pressing the left side of turns down the volume.

6. The display will show a new message when the Directory Transfer is complete.

b [t ol

Note: To end the Directory Transfer at any time, press (A ].

If the Directory on the telephone receiving information fills before the Directory Transfer is fin-
ished, the rest of the Directory items are not sent. For example, if the telephone receiving infor-
mation already has 25 items in its directory, only the first 75 Directory items are transferred
from the other telephone.

Note: If you have Call Waiting enabled on your lines, the Directory Transfer maybe corrupted
by the Call Waiting tone. Contact your telephone company or Telecom manager for
details on temporarily disabling Call Waiting.
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Callers List

Using the Callers List

The Meridian 9417 stores up to 100 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. See Callers List display messages for a description of the display messages.

If the telephone number of the incoming call matches a number that you have programmed with
a name in a memory key or the Directory. the Callers List shows the name first and then the
number.

You can choose to record all of your incoming calls in the Callers List, only unanswered calls, or
no calls. Setting the Callers List to record no calls turns the Callers List off.

To find items in the Callers List:
. To see the Callers List heading, press [Caliers i
2. Press [Line x |

Note: This step is not necessary if the Callers List Mode is set to the combined option. For
more information about the Callers List Mode, see Setting the List Mode on page 20.

3. To see the first new caller in the list, press [ - | |.
To move down and up the list, press [ | or C T2
If you want to scroll steadily, press and hold [ - Jor [ [ .
To see the last caller you viewed when you were last in the Callers Ltst press [*¥].
To view the area code or the rest of the number whenever the arrow (2) is on the display,
press .= 1.
To cycle through the name and number screens, press [ = | ] or | [3 ).
Note: You can move up and down the list in the name or number screens.

4. To leave the Callers List at any time, press [Callers | or [Ais .
Note: If you're on a call while viewing the Callers List, pressing [Ais | drops the call.

Making a call from the Callers List

To dial a number in the Callers List:

1. Press [Calers .
2. Press [Line x ]

Note: This step is not necessary if the Callers List Mode is set to the combined option. For
more information about the Callers List Mode, see Setting the List Mode on page 20.

3. Find the item you want to dial out.

4. Lift the handset or press either [ 7 | [ pial |, or [Line x ;
5. Toend the call, press [Ais | or hang up.

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 *17). See the
Editing in the Callers List on page 18.
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Editing in the Callers List

To edit a number in the Callers List:

1.

Press |callers A

2

Press |Line x .

Note: This step is not necessary if the Callers List Mode is set to the combined option. For
more information about the Caller List Mode, see Setting the List Mode on page 20.

Find the item you want to edit.

To see the number if you are looking at the name, press | |. Press [#] to edit the
number before dialing. This may be required if you have tried to dial the number and there
is no connection.

To add digits, use the dial pad. To erase one digit to the right of the cursor, press

[ T="1. To erase one digit to the left of the cursor, press [ = | |.
Caution: The Callers List does not save changes. If you plan to call the number again,

copy it to the Directory or a memory key.

To dial the edited number, lift the handset or press either [ ®gs*® |, [par |, or
rrrm)

To have the Callers List show local numbers without the area code and internal numbers as
extensions, see Entering area codes on page 27.

Saving from the Callers List

To copy a number from the Callers List to the Directory or to a memory key:

1,

Press | callers p

2. Press [Linex J
Note: This step is not necessary if the Callers List Mode is set to the combined option. For
more information about the Caller List Mode, see Setting the List Mode on page 20.

3. Find the item you want to copy.

4. Press [Save ].

5. Press or the memory key where you want to store the number.

6. |f no name is displayed, you are prompted to enter one. To enter a name, use the dial pad.
(See Entering Names on page 14.) If you don't want a name, go to step 7.

7. Press |Save .

8. To leave the Callers List at any time, press [caiers or [As].

18



Deleting from the Callers List

To delete a number in the Callers List: To delete all numbers in the Callers List:

1. Press [Calers . 1. Press [Callers .

2. Press |Linex : 2. Press |Line x ’
Note: This step is not necessary if the Note: This step is not necessary if the
Callers List Mode is set to the combined Callers List Mode is set to the combined
option. For more information about the option. For more information about the
Callers List Mode, see Setting the List Callers List Mode, see Setting the List
Mode on page 20. Mode on page 20.

3. Find the item you want to delete. 3. Press |Delete | twice.

You are still in the Callers List.

4. Press | Delete twice. 4. To leave the Callers List at any time,
You are still in the Callers List. press [ Callers or [As].

5. To leave the Callers List at any time,

press [callers | or [As].

Changing the Callers List
The Callers List records up to 100 incoming calls. You can program the telephone to record
unanswered calls, all incoming calls, or no calls.

To change the Callers List:

‘

Press the Set Options key.

Press the [*] to enter the Options List.

Press | | five times or press [5 |.

Press [5 ] to change the Callers List.

Press LL ine x .

Press [ -~ | ] toselectUnanswered All calls, orNo calls.

b W =2 N2 L o A

Press [¥].
Repeat steps 4 through 7 for the other line.
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