
TOSHIBA SYSTEM PRACTICES 
ELEC'l'RONIC KEY TELEPHONE SYSTEM 

OPERATING PROCEDURES 

SECTION 100-006-400 
OPERATING PROCEDURES 

® 



IU 
02 
03 
04 
05 
06 
06AU 
06.10 
06.2(l 
06.30 
06.40 
06.50 
06.60 
06.70 
06.80 
06.90 
07 

SFCTION 100-006-400 
OPERATING PROCEDURES 

StratJaV/ 

OPERATilW PROCEDURES 

TABI .. E OF CONTENTS 

TABLE OF CONTENTS •••••••••••••••••••••••••••• 
INTRODUCTION • • • • • • • •••••••••••••••••••••••• 
KEY FUNCTIONS •.••••••••••••••••••••••••••••• 
VOLUME C0"'1TROLS ••••••••••••••••••••••••••••• 
ll!"-lLLLIMINATION ••••.••••••••••••••••••• • • • • • • 
TELEPHONE TONES ••••••••••••••••••••••••••••• 
OPERATING PROCEO!JHES •••••••••••••••••••• , •••• 

OUTSIDE CALLS ••••••••••••••.•••••••••••••• 
INTEtt.COivl CALLS •••••••••••••••••• , ••••••••• 
PAG1NG •.•••••••••••••••••••••••••••••••• 
C>\LL llOLDIN'G ••••••••••••••••••••••••••••• 
CALL TRANSFER •••••••••••••••••••••••••••• 
SPEAKERPHONE •••••• , •••••••••••••••••••••• 
CONFEHENCE CALLS ••••••••••••••••••••••••• 
AUTOMATIC DIALING ••••••••••••••••••••••••• 
DO NOT DISTURB ••.••••••••••••••••••••••••• 
OVERRIDE • • • • • • • • • • •••••••••••••••••••••• 

EXECUTIVE TELEPHONL ••••••••••••••••••••••• 

- i -

i 
1 
1 
1 
1 
1 
2 
2 
2 
3 
3 
3 
3 
4 
6 
8 
8 
8 



01 mTRODUCTION 

Gl.IH. The operation of the STRATA 
Vl Electronic Key Telephone (EKT) will 
he described in this section. The EKT 
is a speci;:il!y designed telephone incor­
porating, as standard features, Hands­
free Answering and full Speakerphonc 
capabilities. Each EKT is connected to 
the system using industry stmidard 2-
pair wiring. 

02 KEY FONCTIOI~S 

1}2.IU The STRATA Vl EKT has 14 
line and feattH'e and a push out ton 
dial pad. The following is a 
description of ea.eh 

CENTRAL OE>'FICE Llit!fi KBY 
To access an outside line 

mTERCOM KEY [INT] 
To access an intercom line. 

DO NOT DISTIUW KEY [DNDJ 
Places the individual telephone in a 
Do Not Disturb mode. 

MF..SSAGE WA..I'rmn & FI,ASH KEY 
[MW/FL] 

Controls the Waitlng LED, 
and disconnects recalls dial 
tone on a CO !me, or is used to 
access PBX features. 

SPEAKRRPBmm KEY 
Turns the Spenkerp!ione ON/OFF. 

MUTE KRY [Ml!TI] 
Cuts off Speakerphone's microphone 
for private con versa ti on. 

• CO~PERENCH KEY [CO~F] 
Sets up conference ealls. 

HOLD KRY [HOLD] 
Places an outside call on hold. 
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WIGHT TRANSFER [MT] 
Takes the of the [DND] key 

NOTE: 
See 

stntion (Ext. Hl), 
eaUs auto-

()7 f 

eplwne, for a 
ion of the 20-
es. 

03 VOLUME CONTROLS 

(13.lll vniee und ton..~ vol­
urrit.:~ >?vel.~;, cin i SfH ,\ F .. \ Vl t-;.1\T >ir'C3 

eontrollerl t•y '>ep:;cgte v0lume controls 
kea te:d on lhc of tile teleohone. 
The eon trol the side 

sped.: erphonc for dial 
tone dnd lcv1;J; thr:' left-hand side 
corrtroi tone and intercom 
voiee·,.tttlnoun(~c !IH'nt votu ~ae .. 

HJse: 
A flash rate indientes 
the in use at the 

the eali. Other 
stations' LEDc; will be steady-on for 
thnt line, 

1-<;anee: 
llH?:1iu m on/off flash rate 

wit! appem· on the Ef\T intercom LED 
Uiat is cnllcd. 

Hfold: 
A fmd Dash tai'' indicates the CO 
line ;;!need on hold at thnt EKT. 
The LEDs of the CO line on hold 
will flash at Fi med!urn rate at tile 
other ::;t.:::d i$);:i;;.;., 

~= ...... ~=-----..-..----~-~~---~~~~~=~~,~~~=-,.._~ 

11..•,.g;rmg; Tone 
I.me 

Rmg--b.ack Tone 
Nowma! 
Priority 

600 H;;:/Sl}fJ Hz, modul1Hed 16 Hz, 
1 second on, :3 sez:onds off 
1.\00 B z, l seennd on, :1 seconds oH 

600 f!z, 
GOO Hz, 

- l ·-

:>eeond on, '.l seconds off 
second on, second off 
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Di.al Tooe 
mteroom 600 Hz, continuous 

600 Hz, 0.25 sec. on, 0.25 :>cc. off 

600 Hz, l second on 

Busy Override Tone 
Normal 
Priority 

2400 Hz, 1 second on, 3 seconds off 
2400 Hz, 1 second on, 1 second off 

600 Hz, 0.12 sec. on, 0.12 sec. off 

e Lift the handset. 

* Depress an available [CO] line key. 

o Listen for a dial tone. 

e CO line LEO will flash at a 
steady-double (I-use} rate. 

& Dial tht: desired tE;lcphone number. 

141 Hang up when the call is completed. 

@ YOU Will hear d continuous ringing 
tone. 

e The CO line LEO will be flashing 
at a medium on/off rate. 

* Lift the handset. 

e CO line LED will flash at a 
steady-double (I-use) rate. 

o Hang up when the call is completed. 
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e Lift the handset. 

e Depress &n available [I.NT] key; you 
wm hear a continuous iNT dial tone. 

0 INT LED will flash 11t a steady­
double {!-use} rate. 

e Dial the desired extension number; 
you will hear a single ring tone. 

e Spe11k when the ring tone ends. 

a Heng up when the call is completed. 

NOTE: 
Tone signalling is accol!llp-
11shed by dialing [ 11 after 
the extension number. An 
intercom call may be ans­
wered at any station. 

o You will hear a single long tone, 
followed by the caller's voice. 

a INT LED will flash at a medium 
pulsating on/off (I-e11lled} rate. 

a Lift the handset. 

e INT LED will flash at a steady­
douule (!-use) rate. 

e Hang up when the call is completed. 



06.U Tooe 
Option} 

0 You will henr a ringing tone as the 
primary method of intercom call 
signalling. 

e Hanrlsfree answerback is inoperative. 

lj) Voice call can be accomplished 
dialing rn 

® Lift the handset. 

e Depress an 2vailable [IlfT] key and 
dial the 

lfH = All ;;peakers (EKr and 
external) 
['l] = Ext ernn! 
[SJ"' EKT 

ors only 
only 

e ,\Jal\e yom anr1our1cemcnt in a nor­
mal voice level and rep0nt i1 twice. 

e, Hang up when you huve completed 
your announcement-

oa.3o can Holiimg 

06.31 To P!llee a Call On Hold 

• While connected to an outside eal!, 
depress [HOLD] key. 

G The CO line LED will flash at a 
fast (I-hold) rate. 

NOTE: 
a) ~hen a CO line is placed 

on hold it may be picked 
up at any station. 

b) An an-hold reminder tone 
1s heard within s pre­
determined time at the 
station that placed the 
line on hold. 

c) Hold is 
released after the other 
party hangs up. 
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\Vhile eonnected to an outside eaH, 
depress the key. 

o CG line LED will flash at a fast 
(H10U) ram. 

0 an nvail11ble [INT] key; you 
will he1-u· n eon tinuous INT tone. 

0 !NT LED v. il! flash :it a 
douo!e (!··usv) rate. 

o Di&J tl1e desired extension number 
t<1 ,,ifdeli 1he eaH i:; to be trans­
forr0d. 

o Hang up when the C<lll is completed. 

(15.43 
Transfer 

e Operator (on Ext. 10) C1CiDl'Eiss1~s 
[NT] key. 

the 

All eal!s are nutornatienlly 
tran~ferred to seleeted stations. 

o The operator may return 
tern to n<.Fmal bv 
the [Wf] key agaio. ' 

06.51 To Pla.ee an OUtside Call With 
Speuewptu:me (On-hook m.tinni~J 

o r eave lhe handset on-hook, 

any avs ilalJ ie line key. 

o Listen for diul ton.;, 

o Dial the desired telephone number. 

- 3 -
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e CO LED will flash at a steady­
double (I-use) rate. 

'* Speak at a normal voice level in 
the direction of telephone. 

e Depress the l'SPKR] key when the 
call is completed. 

06.52 'fe Receive en Inoommg Call 
(Haoosfree} 

e You will hear a ringing tone. 

e Leave the handset on-hook. 

o Depress the of the CO lir10 
that is flashing at a medium on/off 
rate. 

Iii CO LED will flash at a 
double {I-use) rate. 

e Speak at a normal voice level in 
the direction of telephone. 

e Depress the l'SPKB!J key when the 
call is completed. 

06.53 To Ph!ee rm Interoom Call With 
Spreskerphooe (On-hoot Dialing) 

e Leave the handset on-hook. 

• Depress any available (mT] key. 

e Listen for INT dial tone. 

e Dial the desired intercom ex-
tension. 

e INT LED will flash at a steady­
dooble (I-use) rate and you will 
hear a single ring tone. 

€1 Speak at a normal voice level in 
the direction of tck1phone. 

e Depress the [SPKR] key when the 
call is completed. 

06.54 To Receive an Intercom Call Via 
Speuerpmme 

e You will hear a single long tone, 
followed by the caller1s voice. 

o Leavt: the handset on-hook. 

* To assure 1i private conversation 
depress the (mTJ key opposite the 
LE!) flashing at a medium pulsating 
on/off (I-called} rate. 

NOTE: 
If vacy is not required, 
it not necessary to de-
press the {INT] key. How­
ever. any other station(s} 
can access the conversation 
by depressing the appro­

[INT] key. 

e !NT LED w i1l flash at a steady­
double (!-use) rate. 

<ll Speak at a normal voice level in 
direction of telephone. 

o Depress the [SP.KR] key wht>n the 
eall is eompleted. 

:\lust have a music source connected to 
the -2.Y~It:~--··---- ------~-~--~~-

*" To listen to background music via 
the EKT speaker, depress the 
[SPKR] key. 

o Adjust the volume level with the 
control on the right side of your 
telephone. 

0 Depress the DSPKR] again to cancel 
the music. 

- ~ -



Lift the handset. 

Depress an available [CO] line key. 

0 Dial the desired telephone number. 

ei Depress the [HOLD] key after the 
party answers. 

o Depress a second ilva!lab!e 
line key. 

o Dial the second 
number. 

e Depress the key after the 
second party answera, 

o Depress the oo~mm line. 

°' Station is now conniected to both 
CO iinPB. 

Hang up when 
completed. 

is 

06.63 Two or Three Stations and 'r"#Jo 
co Lmes 

o Lift the handset. 

o Depress im aveiilable [COJ line 

o Dial the desir~'<l telephone number. 

o Depress the [BOU)] key aftier the 
party answers. 

a second availabl0 [COJ 
line key. 

o Dial the second party's telephone 
nu m!Jer. 

o Depress the [CONFl key and advise 
a second station to dt>pross the 
flashing [CO] !h10 on the seeooo 
call. 
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the 
advisn n third 

and 
station to 

[CO] line the 
of the se13om:l mill. 

D-eptess the [CCtNF] key. 

Statioru 
lines. 

•rnw con:icc ted to CO 

ffrtng up \Vil(~n t~onfcrenee eaH is 
co;np1.:'.r~~)O 

o Uft the t. 

lino key, 

f' Dinl the 

G'(ipress [(:t)NP] key and advise a 
depress second inn 

o Both stations dh; now connected to 
the 

when conference call is 

OS.65 Three or Fotllr Stations and One 
co Lme. 

in 11 t •no-station and 

[CONF] key &nd «dvise A third 
stcition to ""'""'0~ 0 the fl«shing [CO] 
key. 

e Follow above procedure for the 
fourth .;tstion. 

H.66 Three of' Prvtr Statfon.s and One 
Intercom Lme 

o IV hi le 
intercom 

and advise 
depress the 

two-station 
the [CONF] 

third station to 
key. 
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e Follow above procedure for the 
fourth station. 

NOTE: 
Conferencing is permitted to 
a maximum of: 

J stations and 2 co 
lines 
4 stations and 1 CO line 
or 1 intercom line 

06.'lO Automatic 

06. 71 To Automtltiedy Dial a F!"e-
quently Ca~loo Nmnber 

e Lift the handset. 

'* Depress an available [CO] line key, 

e Listen for dial tone. 

e Dial the [*] key. 

* Dial the 2-digit code number that 
corresponds to the desired tele­
phone number. 

e STRATA VI will automatically dial 
the number for yoo. 

'* Hang up when the eaU is completed. 

06. 72 To Automatiedy Redial the 
Last Number Ca!loo 

e Depress an available [CO] line key. 

e Listen for a dial tone. 

0 Depress the [f] key. 

e STRA.TA 
the last 
dialed. 

V! automatically redials 
telephone number you 

e Hang up when the call is completed. 

06. 73 To Cham Dial Automatiedy 

o Lift the himdset. 

o Depress an available [CO] line key. 

e Listen for a dial tone. 

e Depress the [*] key. 

e Dfal the 2-digit code number that 
corresponds to the first telephone 
number to be dialed. 

c Depress the key. 

o Dial the 2-digit (~Ode number that 
corresponds to the second tele­
phone number to be dialed. 

® Repeat the nbove steps for each 
subsequent number. 

0 STR,\TA vr Hl!tomatieal!y dials the 
number for you. 

e Hang up when the call is completed. 
NOTE: 
Only the first number dialed 
during the chain dial will 
be repeated by the automatic 
redial. 

06.74 To Store a Telephone Number m 
System Memory (Standard Feature) 

e Lift the handset (do not activate a 
[COJ or [INT] line). 

¢lc Dial the 
pect!vely. 

and ['*] keys, res-

e Dial a 2-digit a.ddre&'l code. 

NOTE: 
Codes run consecutively from 
60 through 8J with the stan­
dar~ feature, and 60 through 
99 if the system is equipped 
with the optional expansion 
card ( CRDU}. 



Dial the telephone number 
stored. 

to be 

NOTE FOR BEHIND PBX: 
It is necessary to insert a 
pause after the trunk access 
code to allow for dial tone 
delay. Press the [M!llFLl 
key after entering the PBX 
access ccuie. 

e Depress the [IJ 
number in memory. 

to record the 

o Repeat the above steps with every 
mirnber (up to the stnndard or 
optional 40) to be stored. 

o Return tile handset to on-hook. 

e W!'ite down the address eodes and 
telephone numbers for future 
reference. 

NOTE: 
Repeat this procedure to re­
place stored num .. 
bers with new ones. 

f}S.75 To Store a Telephone Number m 
Station Memory (0.ptionru Fe.awe} 

a Lift the handset (do not activate a 
[CO] or [INT] line). 

e Dial the [ U and [*] keys, 
respectively. 

® Dial a 2-digit address code {codes 
nm consecutively from 1() through 
49). 

e Dial. the 
stored. 

number to be 

NOTE FtJR BENIND PBX: 
rt is necessary to a 
pause after the trunk access 
code to allow for dial tone 

- 7 -
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e 

e 

delay. Press the 
after entering 

access code. 

Depress the to 
numL~::-r in tn(:IHG!'!/. 

H.cpe;,;t above 
number t(} !;t:,:. stored 

1 
the PBX 

record the 

with every 
to 40). 

e Return the handset to on-nooL 

NOTE: 

NOTE: 
When the 
tones nms 

other 
dialed 

tones. 

the address codes and 
numbers for future 

o Press any available [CO] line kev. 
Dial any desired numbers utilizing 
the Autonrn.tic Dialing feature in 
the usu«t1 mamrnr. 

'* To disable tile Automatic Dialing 
feature, permitting the ru 
and tones to be mmrnallv 
output, fast press tl!e [*J key and 
then the 

NOTE: 
Man1..nLl 
restricted 
tones of 
well as 
be output as 
Automatic 

• as 
will 

d.ialed. The 
feature 
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will be restored when the 
telephone is hung up. or 
placed on hold. 

06.61 To Pl.ace a Telephooe in tile Do 
Not Dishirh M<:lde 

0 Depress the [DND] key. 

ey DND LED will light steady. 

£16.$2 To Re~ese tile Do N(l!t Dmhirh 
Mooe 

e Depress the [DNDJ key. 

Ill DND LED will be off. 

06.00 Ovew:ride 

0 After reaching a busy station, you 
may signal that station that a call 
is waiting by dialing [2l A tone 
burst will be heard at the busy 
station. 

06.92 To Pmee a rnm Ovew:ride Call 
(Progra11miable Optioo} 

0 After reaching a DND station, you 
may signal that station that an 
emergency call is waiting by 
dialing [3}. A tone burst will be 
heard at the DND station, 

OS.93 To P.Laee en Executive Ovew:ride 
Call (Progranunele Option) 

intercom 

sta trons can 

e After reaching a busy station, you 
may enter the conversation on that 
station by depressing the appro­
priate [CO] or [INT] key. 

tt A warning tone is sounded before 
the overriding station is actually 
connected. 

0'1 EX.ECUTWE TELEPHONE 

117 .H An optional executive tele­
phone (20-key EKT} provides, via ten 
additional feature keys; seven one­
button auto-dial (AD 1-7) telephone 
numl)ers, auto-redial, pause and 
auto-dial access. 

@7.U The 8KT has 24 line 
and feature keys and a push button dial 
pad. The following is a general 
description of each additional key. 

AUTO-DIAL KEYS [ADl-7] 
One-button auto-dialing for seven 
different telephone numbers after 
accessing a CO line. 

REDIAL KEY 
wm automatically redial the last 
telephone number dialed after ac­
cessing a CO line. Also functions 
as a replacement for the [I] key. 

REP.llllTO!tY KEY [REP] 
Provides access to the auto-dial 
address codes. Also functions as a 
replacement for the [*'] key. 

NOTE: 
The [IJ and [*] keys will 
not have the rune tit.ms they 
perform on the standard £KT; 
they are now free to use f'or 
computor access. 

PlUJSE KEY [PAU] 
Applys a pause after the CO line 
access code in auto-dialing tele­
phone numbers behind a PBX. The 
V!W/FL key wilt not perform this 
function on this unit. 

NOTE: 
The remaining function keys 
retain the same functions as 
their counterparts on the 
standard EKT. 


