IPECS LG Quick Reference Guide 

To Make an Outside Call 
•Lift Handset and dial 0 for next available line and dial number. (Dial 9 for Reception) 

• Or just dial 0 and desired number and talk hands free/lift handset. 

• Or repeat above but press desired line key. 

To Answer a Call 
• If Phone Ringing; Lift handset or press SPEAKER button for hands free 

• If Phone Not Ringing; Lift handset and/or press flashing line button or soft key PICKUP button 

To Transfer a Call 
• While on Call press TRANS/PGM button (FLASH button on Analogue) 

• Dial the Station number 

• Announce Call & Hang up 

• Alternatively press pre-programmed flexible button, announce and hang up. 

To Intercom 
• Lift handset or press SPEAKER button 

• Dial the Station number  or, press pre-programmed flex button
To Place a Call On Hold 

• Press the HOLD/SAVE button 

• Once for system hold (all handsets have access to the call) 

• Twice for exclusive hold (only pick up call from the originating handset) 

To Page (All Call) 

• Dial # 0 0 (internal and external) or 

• Dial # 3 (internal only) or 

• Dial # 5 (external only) 

• Lift handset and wait for tone before speaking 

Redial 
• Press the Redial button, scroll through last 100 dialled, received and missed numbers using the volume up and down buttons. 

• Press HOLD/SAVE button or the OK button 

To Park a Call 
• Press TRANS/PGM button (FLASH button on Analogue) 

• Dial Parking location number (601~610) 

• Hang up or press SPEAKER button 

To Retrieve Parked Call 
• Lift handset on any Station (or press SPEAKER button) 

• Dial Parking location number (601~610) 

Call Forward Set 
• Dial 554 or lift the handpiece and press FWD softkey 

• Select number for call forward type; 

0. Remote Call Forward (If set by Technician) 

1. Unconditional all calls 

2. Busy calls 

3. No answer calls 

4. Busy/no answer calls 

5. Incoming outside line to off-net (system attendant only, if set by technician) 

#. Cancel Divert 

• After selection dial Station number (e.g. 100), Hunt Group number (e.g. 625 for VM), or Speed Bin number you wish to divert to (e.g. 200) 

Cancel Call Forward 
•Dial 554 

•Then the # button 

Set Intercom Answer Mode 
• This determines how your Station will ring when receiving an intercom call 

• Press TRANS/PGM button 

• Dial 13 and select 

1. for Hands free (Auto answer after a BEEP tone) 

2. for Tone ring 

3. for Privacy announce (Auto Answer but you must pick-up the handset to talk) 

•Press HOLD/SAVE button or the OK button 

Mute 
• Press MUTE button to switch off the microphone (Light on) 

• Press MUTE button to switch on the microphone (Light off) 

Group Pick-up 
• Press PICKUP softkey before lifting the handpiece or dial ** 

• Lift the handset to talk or talk handsfree 

• This will answer the longest ringing call and will only pickup calls that are programmed in your group 

Differential Ring for Individual Station 
• To set different Internal ring 

• Press TRANS/PGM button 

• Dial 11 

• Dial 1 to 8 to choose the ring tone 

• Press HOLD/SAVE button or OK 

• To set different External ring 

• Press TRANS/PGM button 

• Dial 12 

• Dial 1 to 8 to choose the ring tone 

• Press HOLD/SAVE button or OK 

Program Speed Dial 
• PressTrans/Pgm button 

• Press SPEED key  

• Display will show next available speed bin number  ie:219
• Press HOLD/SAVE button (or dial desired speed bin number to edit), 200 - 999 

•You are now prompted to Enter CO-BTN/DIGIT, dial 0
• Enter the phone number you wish to store 

• Press HOLD/SAVE button 

• Enter in dial by name 
• Press HOLD/SAVE button 

• Press SPEAKER button to exit 

#Note System Speed Dials range from 200~999 and can only be input from the attendant phone. Station Speed Dial range is from 00~19 
#You may also be able to access this feature from your desk top. 

Use Speed dial
• Lift handset and/or 

• Press SPEED  soft key   (558 on Analogue) 

• Dial speed bin number e.g. 200 – 999 for system or 00 – 19 for personal.
Station Name Program
• Press TRANS/PGM button 

• Dial 74 (or 071 from system attendant + Station Number) 

• Enter in Station name label using number chart on last page 

• Press HOLD/SAVE button when done 

Global Station Name Program (System Attendant Only) 
• Press TRANS/PGM button 

• Dial 071 

• Enter the station number you are programming 

• Enter in Station name label using number chart on last page 

• Press HOLD/SAVE button when done 

Use SPEED dial by name and Station Name 
• Press Phone Book 

• Select corresponding number for the Phone Book 

1.Private Directory (Station Speed) 

2.Public Directory (System Speed) 

3.View Station Name (Internal Speed) 

•Dial Letter, or scroll up and down using either volume key or navigation dial. 

•Select Station or Speed bin by pressing SEND softkey, OK or HOLD/SAVE buttons 

Music (On & Off)
• Press TRANS/PGM button 

• Dial 73 

• Select background music channel by dialling 00-10(Usually 03 for Music on Hold source, 00 turns music off) 

• Press HOLD/SAVE button 

Making a Conference Call 
• Dial first party 

• Press CONF softkey or button 

• Press next party (line or extension) 

• Continue above steps until all parties are connected 

• Press CONF softkey or button twice to commence conference call 

#Note additional hardware required for more than 3 party conference. You must have a CONF button programmed and conference access. Number of members is limited to the number of exchange lines on the system. All lines used are tied up for the duration of the Conference call 

Change Headset/Speaker Mode 
• Press Headset button 

• Select 1 (on) or 0 (off) 

• Press HOLD/SAVE or OK button 

• This will toggle your speaker key to be a headset key, disabling handsfree. 

Do Not Disturb 
• Press DND button. Or, 

• Dial 553 

• Repeat to remove 

Change System Date and Time (only at the system attendant phone)
• Press TRANS/PGM button 

• Dial 041 

• Prompts for date entry (MM/DD/YY) 

• Dial date e.g. 120108 (1st December 2007) 

• Press HOLD/SAVE or OK button 

• Prompts time entry (HH:MM) 

• Dial time e.g. 1315 (01:15pm) 

• Press HOLD/SAVE or OK button 

System Night Switch (only at the system attendant phone) 

This changes the way the telephone system will behave for incoming calls if setup by your technician 

• Press DND button to bring up a menu  Prompt - Select Ring Mode (1-5) 

• Then dial the number next to the following options 

1. Day (Normal display) 

2. Night 

3. Timed Ring Mode  

4. Auto Ring Mode (set by technician) 

• Press HOLD/SAVE to set 

Program Flexible Button 
• Press TRANS/PGM button 

• Press flexible button to program 

• Dial feature e.g. Station No. (200), group number (VM 659) or desired code.
• Press HOLD/SAVE button 
To Erase Flexible Button
• Press TRANS/PGM button 

• Press flexible button to program 

• Press speed button
• Press HOLD/SAVE button 

Speed Dial button programming
• Press TRANS/PGM button 

• Press flexible button to program 

• Press  soft key at top left (Tel Number )
• Dial 0 for the line access code
• Dial the phone number

• Press Hold/Save button

*At this point you will be prompted to enter a name. You don’t have to, and therefore you can just press Hold/Save again or refer to the letter input chart at the rear of guide.
• Press next button to program or press SPK button to exit.

Voice Mail 
Voice Mail (VSF) 

• Dial preconfigured Group number for Voice Mail (.......630..........)



• When / if prompted for your Password 

• Enter password .......Extension number and *5721*  eg 100*5721*
• Follow the voice prompts to navigate through voice mail, mail box configuration, voice mail greeting, or password.
NB. You may already have a preconfigured button in which case just push the voice mail button

Remote access to Voice Mail (If enabled)
• Once your Voice Mail has answered your call and during your greeting  Dial The # key 

•Your are then prompted for your password 

•Enter your extension number then password 
•Follow the voice prompts to navigate through voice mail, mail box configuration, voice mail greeting, or password etc. 

 AUTOMATED ATTENDANT   -From Attendant only-

Your  technician will assist you with the setup of the Automated Attendant, however you may wish to change the announcements over time.  The announcement number would start from the first in the table….ie: press 1 for accounts (announcement number 001) press 2 for sales (announcement number 002)

To record an  Announcement

1. Press the [pgm] button.

2. Dial ‘06’

3. Dial the Announcement number (001-070)

4. Dial 1
5. Dial ‘#’.

6. After the beep-tone, record message.

7. Press the [save] button to stop recording and save the message.

To delete a recording

8. Press the [pgm] button.

9. Dial ‘06’

10. Dial the VMIM/VSF Announcement number (001-070)
11. Dial 1
12. Press the [speed] button during playback to erase message
. 

