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Start Guide 

 
Changing the  
Display Name 

 



Naming a display  

• The following functions will require the 

use of the four  soft keys located  under 

the handset’s display window. You must 

also be at the administrator ‘s phone (ext 

100) 

 

 

To Change the name of an extension: 

 

• With the handset in the cradle press the first 

“soft key” in the display window.  

• Choose the “third soft key” which reads 

ADMN. 

• The word  “PASSWORD= “  will appear enter 

0000 and press the Hold button.  

• The words  “PHONE NAME” will appear 

press Hold.  

• The words  “DN ID” will appear enter the  

extension number of the handset you want to 

change.  

• The current name will appear use the “second 

soft key” to erase the current name.  

• Next using the numeric keypad  on your    

telephone spell out the user’s first name.  

• For example if the name is Sam you would 

press the number 7 a total of four times to 

choose the letter s, and then press 26.  

• Lift the handset to get out of programming 

mode.  

 

Voicemail 
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